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CITY OF BETHEL, ALASKA 

ORDINANCE #05-15 

AN ORDINANCE AMENDING TITLE 3 OF THE BETHEL MUNICIPAL CODE 
REGARDING EMPLOYEES NOT OTHERWISE COVERED UNDER A COLLECTIVE 

BARGAINING AGREEMENT 

BE IT ORDAINED by the City Council of Bethel, Alaska, that: 

SECTION 1. Classification. This ordinance is of a general and permanent nature and 
shall become part of the Bethel Municipal Code. 

SECTION 2. Amendment. Title 3 of the Bethel Municipal Code is amended as follows 
(new language is underlined and old language is stricken out): 

Title 3 

PERSONNEL RULES AND REGULATIONS 

Chapters: 
3.04 Definitions 
3.08 General Provisions 
3.12 Administration and Maintenance of the Classification Plans 
3.16 Recruitment 
3.20 E>t:aminatioA 
3.24 CertificatioR aRd SelectioR of CaRdidates 
3.28 ProbatioRary Periods 
3.32 Employee Performance 
3.36 Disciplinary Actions 
3.40 Grie·,aRces 
3.44 Separation 
3,48 Pay 
3.52 Hours of Work 
3.56 Holidays 



3.60 Leave 
3.64 Special Provisions 
3.68 Productivity and Employee Incentive Programs 
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Chapter 3.04 

DEFINITIONS 

Sections: 
3.04.010 Definitions. 

3.04.010 Definitions. 

As used in city of Bethel personnel rules: 
A. "Anniversary date" means the day of the month follov,ling appointment as a 

regular employee. Anniversary date of a promoted employee shall become the 
date of promotion. Anniversary date of a demoted employee shall become the 
date held before the demotion. The anniversary date will be advanced by the 
fltlffiber of calendar days that total leave without pay exceeds 10 days during the 
employee's anniversary year. 

6_B. "Appointment" means those methods by which a person is 
designated to fill a specific vacant position. 

B. "At Will" means an employment relationship that can be terminated by 
either the employee or the employer at any time for any reason or no reason, 
with or without notice. 

C. "Candidate" means a person 'Nho has been included on a list as be~ 
available for certification. 

D. "Certification" means the referral of names the personnel office at the 
request of department heads for selection to a position in the city serv'ice. 

kE"Class" means a group of positions sufficiently similar as to duties 
performed, scope of discretion and responsibility, minimum requirements of 
training, experience or skill, and such other characteristics that the same title, 
the same test of fitness and the same range of compensation apply to each 
position in the group. 

F. "Class title" means the official title used for all personnel, payroll and 
budget docUffl€flS.-WeFlcing titles may be used for all other purposes. 

DG. "Classification" means the process of obtaining adequate position 
descriptions, gathering necessary additional information, making comparison 
with other position descriptions and with class specifications, etc., and finally, of 
taking official action by allocating a position to a particular pay range. 

];H. "Classification plan" means the orderly arrangement into classes of 
all positions in the city service, and a listing of class title, class codes and pay 
ranges assigned to each class. 

I. "Demotion" means the change of an employee from a position in one class 
to a position in another class with a lower pay range. 



fl "Department" means a city department as authorized by municipal 
ordinance. Authorized departments are administration, finance, fire, police, 
public works, and community services. 

GK "Department head" means the highest supervisory position of a city 
department. 

Hl::."Discipline" means a procedure or action taken to correct deficient 
performance; or punishment for not following set policies and procedures; or an 
action taken against an employee to maintain order and control. 

IM."Employee" means any person in the employ of the city who is not within 
is-the collective bargaining unit subject to these personnel rules and whose 
activities are directed by the city. 

JN. "Examination" means objective evaluation of skills, experience, education 
and other characteristics demonstrating the ability of a person to perform the 
duties required of a position. 

0. "Grievance" means any dispute involving the interpretation, application or 
alleged violation of any section of these personnel rules, except for disputes 
'Nhich are expressly exempted from the grievance procedure, such as disputes 
·.vhich are subject to the pre disciplinary hearing procedure set forth in Section 
3.40.030 and disputes which relate to the contents of a performance evaluation, 
among others. 

P. "Grievant" means an individual employee or group of employees 'Nho have 
successfully completed the probationary period in accordance vvith Chapter 3.28, 
except for those who serve at the pleasure of the city council or the city 
manager. 

K~- "Immediate family" means the employee's spouse, children, mother, 
father, mother-in-law, father-in-law, brothers or sisters. It also includes other 
family members who reside permanently with the employee. 

R. "Just cause" means that sufficient justification exists for the proposed 
action against an employee. "Just cause" applies to behavior by an employee 
which is detrimental to the discipline, public image or efficiency of the city 35-0f\ 

employer. As so defined, proof of any one of the following shall constitute "just 
cause": 

1. Incompetency; 
2. Inefficiency; 
3. Lacie of any of the qualifications required by Section 3.12.010 of this title; 
1. Insubordination; 
5. E){cessive absenteeism or tardiness; 
6. Harassment of other employees or the public; 
7. Violation of a written city policy, procedure or regulation, which was known 

or reasonably should have been known to the employee; 
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8. Violation of an oral directive which was known or reaGonably should have 
been known to the employee; 

9. Conviction of a crime involving moral turpitude; 
10.Substance abuse on the job; or 
11.Any other conduct commonly recognized by reasonable persons as 

justification for serious discipline, including dismissal. 
S. "Layoff' means removal from active 'Nork status of an employee for reasons 

beyond his control that do not reflect discredit on his services, and where certain 
reemployment or other rights el<ist. 

!,,+. "Manager" means the city manager or-1,-is- his/her designee. 
Ml:t. "Personnel office" means that office designated by the city manager 

to take care of and be responsible for personnel matters within the city job 
service. 

NV. "Position" means the duties and responsibilities assigned to an 
employee requiring full-time or part-time employment. 

OW. "Promotion" means a change in status of an employee from a 
position of one class to a position of another class having a higher salary range. 

X. "Reappointment" means rehire of an employee in a different class 
series than he previously occupied or rehire of an employee more than one year 
after the date of his last separation. 

Y. "Re employment" means appointment of an employee due to recall from 
layoff ·,vithin one year to the same classification as the positkln from which that 
employee vvas laid off, to a lower position in the same class series as that 
13osition, or to a position at the same or lower range in ·,vhich that employee had 
previously earned status. 

Z. "Re employment list" means a list of employees with status 'Nho have been 
laid off and who have made written request for re employment within one year 
from date of layoff. 

AA. "Regular appointment" means the status of an employee after he has 
satisfactorily completed his current probationary period in accordance with this 
chapter. 

]:BB. "Rehire" means an appointment into a position in the same class of 
positions from which the employee separated in good standing, or into a position 
in a parallel class, provided the reappointment takes place within one year from 
date of last separation. 

QCC. "Reinstatement" means replacement of an employee into a position 
in the same class occupied previously or a parallel class when there has been no 
break in service, for one of the following reasons: 

1. Timely return from military leave or as otherwise required by law; 
2. Return to a position the employee held vvhen suspended, demoted or 

dismissed, after successful appeal; 



Z3. Return of an employee from authorized injury leave or leave without pay. 
BOO. "Relative" means any person who is related by marriage or blood to an 

applicant or employee. 
EE. "Seniority" means the period starting from the last date when the 

employee is hired. Seniority shall be terminated and the employee's service shall 
be broken under the following conditions: 

1. Resignation or retirement; 
2. Discharge; 
3. Layoff in excess of one year; 
1. Failure to return from leave of absence or vacation on agreed date unless 

approval has been obtained from the employer. 
S~Separation" means cessation of the work relationship between the city 

and an employee for any reason including death, dismissal, layoff, resignation 
and retirement. 

GG. "Status" means an employee who has attained a regular 
appointment. 

HH. "Suggestion program" means an incentive award progfaffl-; 
administered by the city manager, which encourages input on methods of vvork 
improvement and may award such input through formal recognition. 

IH. "Suspension" means an enforced unpaid leave for disciplinary 
reasons or pending investigation of charges made against an employee. 

Ult. · "Temporary employee" means an employee appointed on a 
temporary or interim basis to a position and subject to the provisions of these 
rules. 

l<l<."Transfer" means a lateral movement from one position to another position 
in the same or a parallel class at the same range, without any break in service. 

LL. "\Norlcday" means a scheduled daily work period in a scheduled 'Norlc ~ 
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Sections: 

Chapter 3.08 

GENERAL PROVISIONS 

3.08.010 Statement of purpose. 
3.08.020 Scope of coverage and amendment of rules. 
3.08.030 Authority and responsibilities of the city manager. 
3.08.040 Personnel records and general personnel files. 
3.08.050 Administrative action chain. 

3.08.010 Statement of purpose. 
A. The purpose of these rules is to implement and give effect to the intent 

and requirements of the city to establish and operate a system of personnel 
administration based on approved merit principles and professional methods of 
governing the recruitment, selection, employment, transfer, removal, discipline 
and welfare of employees and other incidents of city employment. 

B. It is the general intent of these rules to establish policies which will serve 
as a guide to administrative action concerning the various personnel activities 
and transactions. Employee relations bulletins maywitl be issued periodically to 
amplify the rules by more detailed procedures. 

C. It is the specific intent of these rules to assist in accomplishment of the 
following objectives: 

L To recruit, select and advance employees on the basis of their relative 
ability, knowledge and skills, including open consideration of qualified applicants 
for initial appointment; 

2. To assist in the accomplishment of affirmative action and equal 
employment opportunity objectives of the city; 

3. To assure fair treatment of applicants and employees in all aspects of 
personnel administration without regard to political affiliation, race, color, 
national origin, age, sex, religious creed, marital status or disability, or any other 
status protected under local, state or federal laws, -and with proper regard for 
their privacy and constitutional rights as citizens; provided, however that in 
instances of initial hiring of nevv city employees the fact that an applicant is an 
Alaska Native or other minority group shall be one factor considered in favor of 
the applicant by the city in making employment decisions. When the propOftioo 
of Alaska Natives or other minority groups employed by the city in positions not 
requiring specialized training is approximately equivalent to the proportion of 
Alaska Natives or other minority groups in the Bethel labor force the fact that an 
applicant is an Alaska Native or other minority group shall no longer be 
considered by the city in making employment decisions. ','\'hen the proj3Brtion of 



the Alaska ~Jativcs or other minority groups employed by the city in position:; 
requiring specialized training is approximately equivalent to the proportion of 
qualified Alaska ~Jativcs or other minority groups in the Bethel labor force the 
fact that an applicant is an Alaska ~Jativc or other minority group shall no longer 
be considered by the city in making employment decisions; 

1. To pro'vidc security of tenure for city employees subject to need for work 
done, availability of funds, and continued cffccti'vc performance and acceptable 
13crsonal conduct of the employees; 

:l:5. To provide to employees definite assignment of duties, responsibilities and 
authority; sound practical training, supervision and periodic evaluation; benefits; 
appropriate compensation and recognition for continued good and exceptional 
service; 

5_6. To encourage efficient operation and production of all city employees 
through enlightened human relations and personnel administration on the part of 
all supervisors, toward the end of optimal service to the public; 

§.7. To inform employees of their rights, benefits and responsibilities. 

3.08.020 Scope of coverage and amendment of rules. 
A. Department Policy. Upon coordination with the city manager, department 

heads may establish written department policies which do not conflict with the 
provisions of these personnel rules. The department policies may be more strict 
than these personnel rules, but must not violate state or federal labor laws. A 
copy of these department policies and the personnel rules shall be available to 
all affected employees. 

B. Grant Programs. When an employee is employed under the provisions of a 
special grant program the provisions of that grant which conflict with these 
personnel rules shall apply. 

C. Amendment. Employees and department heads arc encouraged to submit 
recommended additions or modifications to the personnel office or city manager 
at any time. The administratioA-city managcrmay submit additions or 
modifications of the personnel rules to the city council for its consideration at 
any time. 

D. Chapters 3.08, 3.12, 3.16, 3.21, 3.28, 3.32, 3.36 and 3.10, Sections 
3.11.010 and 3.11.020 and Chapter 3.52 do not apply to employees of the city 
vvho arc appointed by, and serve at the pleasure of, either the city manager or 
the city council. 

3.08.030 Authority and responsibilities of the city manager. 
The city manager shall have overall authority and responsibility for labor 

relations and personnel administration concerning city service. The city manager 
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is designated as the personnel director and the director of the personnel office. 
In addition to the responsibilities specified elsewhere in these rules, the city 
manager shall: 

A. Advise the officials of the city on all matters pertaining to the 
administration of personnel and ensure that personnel rules and related 
contractual obligations are observed by all concerned. In this capacity, the city 
manager has final responsibility for interpretation and enforcement of the rules; 

B. Maintain or direct the maintenance of an up-to-date personnel records 
system; 

C. Prepare or direct the preparation of reports on personnel as may be 
required to prescribe forms required to accomplish all employee relations 
activities; 

D. Advise and assist all supervisors in the interpretation and application of all 
employee relations matters; 

E. Develop and maintain classification and pay plans; 
F. Direct the operation of recruitment, employment and promotion programs 

and assure equal employment opportunity in these areas; 
G. Conduct long-range manpower planning to project future requirements of 

personnel, with emphasis on professional, supervisory and managerial positions; 
H. Review and implement the personnel aspects of all organizational plans 

and modifications; 
I. Promote and develop programs for improving employee effectiveness, such 

as training, health, counseling, welfare and productivity improvement programs; 
J. Develop and maintain a manpower information system; 
K. Maintain a position control system based on the budget as approved by the 

city council; 
L. Direct the labor relations functions of the city. 

3.08.040 Personnel records and general personnel files. 

The personnel office shall provide for the establishment and maintenance of 
the following records: 

A. Personnel Records. Personnel records are those documents which reflect 
an individual's status during the period of--19-is- his/her employment and take two 
forms: 

1. Central Personnel File. The central personnel file is the official personnel 
record for an individual employee and includes, but is not limited to, employment 
applications, reports of medical conditiOR,prior employment, work performance, 
disciplinary actions other than oral reprimands, personnel action forms and tax 
withholding and benefits information. 



2. Medical Personnel File. The medical personnel file is maintained separate 
from the central personnel file. The file includes, but is not limited to, 
confidential information concerning the physical or mental condition of an 
employee pertaining to requests for accommodation, medical leaves, workplace 
surveillance tests, physicals, workers' compensation injuries and illnesses and 
other employment related medical information maintained by the city. 

2. Departmental Personnel File. A department head may establish and 
maintain an unofficial management file for individual employees for use in 
providing direction and supervision to the employee. These files shall be open to 
the employee at all times for their review. These files shall not contain offic--i-a! 
personnel information but will be used to file such things as department time 
card copies, department personnel action copies, and management information 
eetv.·een the employee and department head, etc. The police department may 
need to maintain official personnel files on departmental employees. These files 
shall be open to employee revie'N and shall only contain pcr::;onnel information 
particular to police department internal operations. 

B. Access to Personnel Files. 
1. Employees shall have access to their own personnel files in a reasonable 

period of time following notice to the City Manager and shall be provided with a 
copy of their personnel or medical files or any parts thereof within a reasonable 
period of time following the request. during normal office hours. A personnel file 
may be inspected by the employee's department head and the city manager or 
his designee. Except as othenvise provided in this section, a personnel file shall 
!:le inspected by others only follrnNing presentation of written consent by the 
employee to whom that file pertains. A document contained in a personnel file, 
however, shall not be confidential unless it is protected from disclosure by a 
provision of this code. 

~Review of any personnel files shall be conducted in the presence of the Qty 
Manager, or his/her designec.personnel officer. No document shall be removed 
from a personnel file without prior written approval from the city manager and 
notice to the employee. The personnel office shall record a written note on a 
personnel file for every person who reviews-¼. 

C. Use of Personnel Files. Personnel files shall not be used as private dossiers 
for employees. Employees shall have an opportunity to comment upon each 
document placed in their personnel files. 

D. All records maintained by the personnel office, shall be confidential to the 
extent that they include an analysis, evaluation or critique of an employee's 
performance, their disclosure may reveal personal information about an 
employee or his dependents, such as telephone numbers and addresses, or 
otheF'Nise constitute an unwarranted invasion of privacy. 
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3.08.050 Administrative action chain. 
All employees shall obser.'e and recognize the established administrativ<e table 

of organization when addressing employee matters. Employees are to commence 
addressing their concerns at the superv<isory lev<el and gradually ascend until 
their concerns are satisfied. The administrative action chain is the employees 
immediate supervisor, the department head and finally the city manager, 



Chapter 3.12 

ADMINISTRATION AND MAINTENANCE OF THE CLASSIFICATION 
PLANS 

Sections: 
3.12.010 Purpose. 
3.12.020 Establish, Change or Abolish Job Classification ::i:ke 

classificatioA plaAs. 
3.12.030 AdoptioA aAd maiAteAaAce of classificatioA plaAsClass 

Specifications. 
3.12.040 Job TitlesClass specificatioAs. 
3.12.050 :lee-Allocation and reallocation of positionstitles. 
3.12.060 Review of allocationsAllocatioA and reallocation of 

positiOAS. 
3.12.070 Re·1iew of allocations. 
3.12.080 EstablishmeAt of positioAs. 
3.12.0Z90 Classification plan. 

3.12.010 Purpose. 
The city shall establish classification plans for its employees who are not within 

the collective bargaining unit. Classification plans will maintain traditional 
occupational relationships and career ladders. The purpose of these classification 
plans is two-fold: to assist in determining the most effective means of WOf-k 

assignment and the position placement within the organization and to relate the 
position to the pay plan to ensure internal equity in pay administration. 

Specific plans shall be maintained for: 
A. Regular full time employees; 
B. Regular part time employees; 
C. Seasonal employees; 
D. Temporary employees. 

3.12.020 The classificatioA plans. 

-Establish, Change or Abolish Job Classification 

The city manager with the approval of the city council shall have authority 
to establish, decide, determine and designate all occupational classifications the 
city has to offer employees who are not within the collective bargaining unit, 
including the right to establish new classifications, reclassify. change, consolidate 
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or abolish existing classifications at any time, and to determine job content, 
duties and responsibilities. 

The city manager with approval of the city council may establish new 
classifications and rates for classifications. The rate shall be effective as of the 
first date employees were assigned to the classification. 
A.The classification plans provide a grouping into classes of all positions 
sufficiently alike in duties and responsibilities to be called by the same 
descriptive title, to be assigned the same pay range and to require substantially 
the same qualifications on the part of applicants or incumbef!5-;-

B. Employees shall be compensated on the basis of the classification pay pla-Fl 
as approved by the city council. 

3.12.030 Adeptien and maintenance ef classification plans. 

A. The classification plans shall be set forth by separate ordinance. 
B. Revisions 
1. Revisions to a classification plan which affect all of the classes set forth in 

the plan require approval of the city council and shall become effective on the 
date specified by the council. 

2. Revisions, including reclassification actions and the creation of new -Bf 

abolition of existing classes, which affect individual classes or series shall become 
effective upon approval by the city council. 

3.12.0~40 Class specifications. 
---A,. Job Descriptions. Job descriptions are only descriptive 

guidelines and not inclusive of each and every duty of a position. The city 
manager shall provide and maintain a written job description for each class of 
positions which shall include: 

1. an appropriate title: 
2. a general statement of duties and responsibilities: 
3. distinguishing features of work: 
4. examples of duties: 
5. a listing of minimum gualifications that conforms with 

subsection C. 

Subsection C of this section is incorporated into all job descriptions, regardless of 
whether or not the job description explicitly incorporates subsection C. 



Job Descriptions. The personnel office, with advice and assistance of department 
heads, shall provide and maintain a written job description for each of the 
positions. Each description shall include: 

1. An appropriate title; 
2. A general statement of duties and responsibilities; 
3. Distinguishing features of Weffit 
1. E>wmples of duties; 
5. A listing of minimum qualifications that must be met by the applicant for 

his application to be accepted for consideration. 
Job descriptions shall be considered only as descriptive guidelines and not as 

inclusive of all duties to be found in positions allocated to a particular class. To 
the extent possible, job descriptions shall be kept up to date so that positions 
existing at any time will be covered by current, published job descriptions. 

B. Duties of Employees. An employee may be required to perform the 
duties described in the job description for the employee's class as well as any 
other duties which the employee has the skills and qualifications to perform. 
Nothing in this section prohibits the City Manager or City Council, as appropriate, 
from requiring the employee to perform duties which are not detailed in the 
employee's job description. However, the City Manager or City Council, as 
appropriate, shall not act unreasonably in requiring an employee to perform 
duties other than those described in the employee's job description. 
Any employee may be required by a department head to perform any of the 
duties described in his job description, any other duties ·.vhich are of similar kind 
and quality, and any duties of lower classes in the same occupational series or in 
other series ·.vhich have similar characteristics. 

C. Qualifications Statements. The qualifications statements in each job 
description establish requirements that must be met by an individual before 
consideration for appointment or promotion to a position. Common alternative 
combinations of education, training or experience are specified in the job 
description. Even if such combinations are listed in a job description, however, 
the City Manager or City Council, as appropriate may determine that other 
combinations qualify the person for the job, regardless of whether or not the job 
description explicitly states that other combinations may qualify the person for 
the job. Personal traits including, but not necessarily limited to, loyalty, honesty, 
industry, and willingness to cooperate with others shall be qualifications required 
for each position, even though such traits may not be explicitly stated in a job 
description. 

1. The qualifications statements in each job description establish 
requirements that must be met by an individual before consideration for 
appointment or promotion to a position. Common alternative combinations of 
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education, training or experience are specified in the job description. Hmvever, 
other combinations may be qualifying, if deemed equivalent, by the city manager 
and the department head. 

2. Personal suitability qualifications commonly required by any employee 
occupying a position in any class, such as good character, loyalty, honest-y, 
demeanor, industry, amenability to supervision, and •,villingness to cooperate 
with associates shall be qualifications required for each position, even though 
such traits may not be specifically mentioned in the descriptions. 

3.12.0~!t0 Job titles. 
A. Official Job Titles. Each position shall have an official job title 

which is specified in the classification plan and is used to identify each individual 
position. The official job title shall be used to designate positions in all budget 
estimates, payroll documents, and personnel records and reports. 

B. Working Job Titles. For all purposes other than those described in 
subsection A of this section, any suitable working job title may be used to 
describe an official job title. 

C. Position Levels. The job titles are generally indicative of the work 
of the position and of the level of its importance and responsibility. Where 
Roman numerals are affixed at the end of a title to indicate level within an 
occupation subseries, the higher numbers represent the higher levels. 
A.Official Job Titles. 

1. Each of the titles specified in the classification plans shall be used as the 
official title to identify each individual position. 

2. The position title shall be used to designate-positions or employees in all 
budget estimates, payroHs,personnel records, reports and other official title to 
identify each individual position. 

B. 'Norking Titles. For the purposes of e)ct:ernal relations, or other purposes 
not relating to personnel administration, any suitable working title may be used, 
provided that such title is not similar to, or may be confused with, any standard 
title other than the one by which the position involved is officially designated. 

C. Position Levels. The job titles are generally indicative of the ·.vorlc of the 
position and of the level of its importance and responsibility. VI/here Roman 
numerals are affixed at the end of a title to indicate level within an OCCUJ3a-tloo 
subseries, the higher numbers represent the higher levels. The Roman numerals 
affixed to titles in one subseries have no relation to those in titles of another 
subseries, and different titles with the same Roman numeral may propCfl.y--l3e----ai: 
different grade levels. 



3.12.0260 Allocation and reallocation of positions. 
The city manager shall have authority to allocate and reallocate positions with 

the approval of the city council. The city manager shall recommend to the city 
council, with advice and assistance of department heads, allocation of new 
positions and reallocations of existing positions he finds appropriate by 
comparison 'Nith position descriptions, and consideration of other factors 
affecting classification such as organi:cational location of positions and 
relationships to other positions. The department head's recommendations will 
accompany that of the city manager. 

A. Classification Actions. Classification actions are of the following typc::r. 
1. Reclassifications are reallocations of positions from one level to another as 

a result of changed duties, responsibilities, and/or authority of a position either 
through direct reassignment by management or through structured development 
as in flex staffing. 

2. Range changes are an adjustment affecting positions in a class and result 
from reasons such as amendment of pay plan, necessity to provide for internal 
equity or continuing recruitment difficulty where it is necessary to maintain the 
COffij3etitive posture of the city in attracting and retaining well qualified persons. 

B. Organi2ation Changes. The department head, 'Nith approval of the 
manager, may establish, abolish or change organi2ational units within the 
department in the interests of economy and efficiency in accordance with sound 
administrative practice and principles. Any personnel action resulting may be 
requested only after appropriate allocation or reallocation action has beef! 
approved by the city manager and the city council. Reorgani2ations requiring 
ordinance changes or budget changes will be submitted to the city council for 
approval. 

C. There exist four separate types of positions: regular full time, regular part 
time, temporary, and seasonal. Requests to change the allocation of a position 
from one of the four types defined in Section 3.21.050 to another, shall be 
accomplished by the deletion of the position in the old type and creation of a 
position in the new type. An employee who occupies a position which is deleted 
in accordance 'Nith this section shall have the benefit of the re employment 
preference and displacement rights as provided in Sections 3.21.010 and 
3.11.020B. 

3.12.0§70 Review of allocations. 
A. Periodic Review. The City Manager shall provide for a systematic 

and periodic review of classes of positions if the City Manager determines, in 
his/her sole discretion, that duties, responsibilities, and authority have changed 
substantially, or other conditions, including but not limited to an employee 
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request for review, warrant such a review. The City Manager shall allow the 
employee to provide input into such a review. 
A. Periodic Review. The city manager shall provide for a systematic and pcr-feE!iE 
reviev,· of positions for the purpose of reallocating positions when duties and 
responsibilities and authority have changed substantially, or when current 
allocations are found to be in error. 

B. Employee Requests. Employees shall have the right to the consideration of 
requests they may have regarding the application of the classification and pay 
plans to their position. The employee shall make his request through his 
department head, who shall for,vard the request with his comments and rccom 
mcndations concerning the appropriate allocation to the personnel office for a 
rcvicvv. The employee and the department head will be advised in writing on the 
eisposition of the request. 

3.12.080 Establishment of positions. 

A. Established Positions. No person may be appointed, reappointed, 
reinstated, rehired, transferred, demoted or promoted except to an cstablishe€! 
position for which a classification, position control number, salary range and 
minimum qualifications have been assigned. A position shall be established: 

1. By city council approval of the nc•,v position in the budget and subsequent 
a+location of that position by the manager; 

2. By the city manager for a period not to cJicccd thirty days pursuant to 
'n'Fittcn certification by the department head that such a porsition is necessary 
and that funds arc available and a findfng by the personnel office that a 
classification already cJdsts to which such a position may be allocated. 

B. Allocation and Reallocation Requests. Department heads shall submit 
requests for allocation and reallocation actions to the city manager. This request 
shall be accompanied by a position description which shall set forth duties, 
responsibilities and other essential information and also an organization chart 
which shall clearly identify the affected position and its relationship to other 
positions. 

C. Official Position Description. The position description and department 
request for action as a cover sheet, with the approved class, range, position 
control number and effective date, shall constitute the official position 
description. Copies of all position descriptions shall be retained in the personnel 
office and department concerned. A copy shall be given to the incumbent of the 
position. 

D. Allocation or Reallocation Action. Receipt by the department of the official 
position description shall constitute allocation or reallocation action, and officially 



establishes the position. Recruitment action may then be initiated in accordance 
with Chapter 3.16. 
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3.12.0Z90 Classification plan. 

Management Employees 
Range Position 
Contract City manager 

City clerk 
Parks & recreation director (Qer agreement with UAFl 
Staff attorney . 

IV None 
III Finance director 

Fire chief 
Police chief 
Port director 
Public works director 
Public Workers Oi;ierations Manager 
Human Resources Manager 

II Assistant finance director 
I City clerk 

City planner 
Executive Assistant to Citv Manager 
Senior Services Director 
Grants manager 

YAieA, GeAfieleAt:ial, 5easeAal, Part +ime aAEI +emperaF't' Emple'r'ees 
R:aAge Pesit:ieA 
B Nefle 
He Nefle 
H Nefle 
-w Parl,s aAEI recreatioA Eli rector (part time iA aEIElition to UAF 

a§reemefl-Ej 
Police lie1:1teAant 
SeAior center coorElinator 
SeAior Fire captain 

9 Poliee invesl:i§ator 
Poliee ser§eaAI: (2 posil:ions) 
- • • - - - _._I ... 

I -..-.-.§eF 
'' LY I II ' 

,u, LI u 

8 AEl1:1lt Elayeare coorElinator 
Comp1:1l:er s1:1pport l:ecAAician 
Firefi§Al:erf §M+ (4 positions) 
ForemaA Fleet mainl:eAaAce 



7 

6 

5 

Foreman property maintenance 
Foreman streets and boardwalks 
Police officer (7 positions) 
Police officer/drug investigator 
Police officer/school liaison 
Utility foreman 
Utility maintenance foreman 
Accounting clerk accounts receivable/sales tax 
Animal control/code enforcement officer 
Boiler specialist 
Communications officer/supervisor 
heavy equipment mechanic 
Mechanic II/oiler 
Motor vehicle clerk 
Accounting clerk accounts payable/payroll 
Accounts payable clerk 
Activities coordinator/driver (2 positions) 
Communications officer (5 positions) 
Customer ser✓ice supervisor 
Executive assistant to the city manager 
Grader operator 
Mechanic I/oiler 
Pumphouse operator 
Pumphouse operator trainee 
Purchasing agent 
Utility maintenance worker 
Administrative assistant to the city manager 
Administrative assistant poli€e 
Customer service representative finance 
Evacuation truck driver (3 positions) 
Honeybucket driver 
Intern/temporary help administration 
Landfill manager 
Landfill technician 
Office manager, planning and public 'v'v'<}ffi§ 

Operator/driver 
Part time administrative assistant 
Port attendant (5 month seasonal position) (1 position57 
Port attendant (seasonal 'Ninter) 
~. . ecialist parks and recreation 
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PFe13eF1;; ffiaiAteAaAee weFl,eF 
ReeFeatieA s13eeialist 13aFl,s aAEI FeeFeatieA 
Relief EIFiveF SC'NeF (3 13esitieAS) 
Relief EIFiveF wateF (3 13esitieAs) 
Selis waste EIFiveF 
1,VateF tFl:lel, EIFiveF (4 13esitieAs) 

4 AElffiiAistFal:ive assistaAI: 13eFt 
Cl:lsteffieF seFVice Fe13FeseAtal:ive 131:lblic weFks 
EViEleAce cl:lsteEliaA 
PJTS secrel:aFy/Fece13tieAisl: (3 hel:lFS/'Neek) 
8ileF 
=FFaAslatieA cleFl</accel:lAtiA§ cleFI, 

3 Geel, PJ=FS 
Prn§Faffi aiEle 13aFks aAEI FeueatieA 
RecFeatieA aiEle 13aFl,s aAEI FCCFeatieA 

2 PJTS EIFiveF/13Fe§Faffi aiEle (38 hel:lFs/weel,) 
1 Nooe 
Grant Pfe§Faffi assistaAt EIFiveF (=Fil:le V 28 HF/1,<VI,) 

PFe§Faffi assistaAI: ael:h•ities (=Fitle V- 2:8 HF/1NI,) 
Pfe§Faffi assistaAt jaAiteF (=Fitle V- 28 HF/VVk) 
PFe§Faffi assistaAI: aetivities (=Fil:le V- 28 HF/1NI,) 



Sections: 
3.16.010 General policy. 

Chapter 3.16 

RECRUITMENT 

3.16.020 Request for Rrecruitment. 
3.16.030 T','pes of aRROURcemeRts.Types of Appointments 
3.16.040 ARROURcemeRt deadliRe. Selection of Current Employees 

3.16.010 General policy. 
A. The personnel office shall recruit all candidates for employment 
B. The most qualified applicant shall be appointed to a position without 

discrimination based on race, national origin, color, age, religious creed, sex, political 
affiliation, marital status, physical handicap or other statuses protected by law. criteria 
prohibited by law, except when the age, sex or physical requirements of the positiBfl 
constitute a bona fide occupational qualification necessary to proper and efficient 
performance, or except in furtherance of the affirmative action purpose ei,pressed in 
Section 3.08.010([)(3) of these rules. 

C. Position vacancies shall be filled by promotion from ·,vithin the city service 
whenever practicable and in the best interest of the service on the basis of most 
qualified. This policy is observed so that employees and the public will regard city 
service as a career, efficiency and ability will be recognized, and turnover of personnel 
will be minimized. Applicants for promotions must meet minimum qualifications for the 
vacant positions as described in the recruitment announcement. 

D. Qualified persons with a disability and veterans shall be encouraged to apply for 
city employment, but such a condition shall not entitle any person to an appointment. 

3.16.020 Request for Rrecruitment. 
The City Manager, or City Council where appropriate, -may utilize any recruitment and 
referral source deemed appropriate to obtain the highest caliber employees to fill 
positions not within the collective bargaining unit. The City Manager, or City Council 
where appropriate, may utilize such notice, appraisals or examinations he or she finds 
appropriate for effective recruitment of employees not within the collective bargaining 
unit. The City Manager or Department heads shall notify the personnel office as far in 
advance as possible of the need to fill a vacated or a new position. Upon receipt of 
request, the personnel office shall approve the method for filling the position as set 
forth in Section 3.16.030. 

3.16.030 Types of appointments. 

A. Provisional Appointment. The City Manager, or City Council where 
appropriate, may fill a vacancy by means of a provisional appointment. A provisional 
appointment is temporary and shall expire when a regular appointment has been made, 
or it shall expire 6 weeks from the date of such appointment. 
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B. Regular Appointment. A regular appointment is an appointment to a 
regular position. Regular appointment shall not apply to temporary positions. 

C. Substitute Appointment. A substitute appointment is one that is made to a 
position which is going to be vacant for longer than 60 calendar days because of an 
authorized leave of absence where the incumbent has reinstatement rights. 

D. Acting Appointment. 
An acting appointment is made when a qualified employee may be required to 

serve temporarily in a vacant higher level position in which no qualified applicant is 
available for its filling, when an announcement of position is delayed, the employee 
who has a regular appointment for this position is on approved leave of absence. This 
type of appointment gives the acting employee no advantage in competition for regular 
filling of this position. However, time in acting appointment may be counted toward 
experience for the class of position concerned. An employee who obtains an acting 
appointment shall not always be required to perform all of the duties and 
responsibilities assigned to the incumbent who holds a regular appointment to the 
position. The duties and responsibilities that are actually assigned to the employee 
who has obtained the acting appointment shall be determined by the City Manager, or 
City Council where appropriate. 

An acting aPPOintment of expected duration of at least five (5) working days 
requires that the acting employee be offered the lowest rate of pay for the position that 
s/he or she is acting in, or the next highest step, for the acting position range, that is 
above his/her current pay level, whichever is higher. 

3.16.040 Selection of current employees. 

A. Reinstatement and Re-Employment. 
1. As Required by State or Federal Law. A city employee may be entitled to 

reinstatement or reemployment as required by applicable law. 
3.16.939 Types of announcements. 

A. Contents and Distribution. \/Vhen necessary to recruit for-irf)osition vacancy, the 
personnel office shall circulate a recruitment announcement. The announcement shall 
specify the title and salar; range of the class or position, the minimum qualificati0fl5 
required, the final date on which applications will be accepted, the type of e)(amination 
and other pertinent information and requirements. Every' reasonable effort shall be 
made to attract qualified persons to compete in the examination. Copies may also be 
sent to public officials, educational institutions, professional and vocational societies, 
nev,1spapers and other individuals or organizations and media consistent with obtaining 
qualified applicants. 

B. Recruitment Announcement Shall be Circulated. 
1. Open competitive: both within the city work force and publicly. 
C. The personnel office in consultation with the city manager or department head 

shall issue an appropriate recruitment announcement based upon the city manager's or 
department head's determination that the best qualified-j3ersons are likely to be 
available in that group and in accordance with the follmving procedures: 

1. Open competitive announcement: Open competitive anno~e 
published for no less than ten 'Norking days. Applications may be received from any 
persons 'Nho 'Nish to apply, including city employees who shall receive preference 
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based on qualifications. Applicants for positions may either send resumes or city 
applications. Facsimile transmissions are allowed. 

D. Continuing Announcement. Open examinations may be announced on a 
continuing basis at the discretion of the city manager, ·.vithout a designated closing 
date for receipt of application, under two conditions: 

1. 'J'lhen e)(perience shov,·s that vacancies occur frequently enough in a particular 
class that candidates should be available immediately on an ongoing basis to avoid 
interference with city services. 

An announcement designated under this provision will indicate to applicants that they 
wilt be considered for future vacancies based on their initial application. Applications so 
received may be retained in a special continuing file. Only those applications already 
received and on file with recruitment and examination as of the date applicants are to 
be certified will be considered for the filling of the vacancy. A continuing announcement 
under this provision will apply to all vacancies that occur within the designated class 
until such time as the class is withdrawn from continuous recruiting. 

2. V"lhen it is anticipated the designated ten working days for publishing an open 
competitive announcement may not be adequate for generating qualified applicants a 
continuing open competitive announcement designated under this provision will 
indicate that the period for application will be open until further notice. ',",'hen an 
appropriate number of qualified applications have been received by the requisitioning 
department, a notice closing the announcement shall be published providing an 
additional tv,,·enty four hour period for final receipt of applications. Applications received 
after the tv,,•ent'y' four hour notice deadline will not be considered for the examination 
announcement concerned. This procedure must be completed for each vacancy 
requirement for which it is considered necessary to extend the period for application. 

3.16.040 Announcement deadline. 
Deadline for receipt of applications by the personnel office for any e)(amination 

announcement ·.viii be close of business of the announced closing date. Applications 
received after that time shall not be considered for the announcement concerned. 
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Sections: 

_Chapter 3.29 

EXAMINATION 

3.29.919 Types of mcaminations. 
3.29.929 Minim1:1m q1:1alifications for filing. 
3.29.939 Filing of applications. 
3.29.949 Examinations. 
3.29.959 Disq1:1alification of applicants. 
3.29.969 Re examinations. 

3.29.919 T·,-pes of e>caminations. 

Open Competitive. Open competitive examinations shall bc-epen to all applicants. 

3.29.929 Minim1:1m q1:1alifications for filing. 
A. Minimum Qualifications Requirement. Examinations shall be open only to 

applicants whose application clearly indicates that they meet the advertised standards 
or requirements with regard to education, experience, age, physical condition and such 
other factors as may be held to relate to the ability of the applicant to perform with 
reasonable efficiency the duties of the position. 

B. Minimum Age for Employment. The minimum ages for city employment shall be in 
accordance ·..vith the minimum ages prescribed by state law. The general rule is that 
persons sixteen and seventeen may be emplo•yed only in nonhazardous occupations; 
they may not 'Nork more than eight hours a day, six days a week, or forty hours a 
week.) 

3.29.939 Filing of applications. 
Applications shall be filed with the personnel office on or prior to the closing date 

specified in the announcement and shall constitute an integral part of every 
examination. The department head of the advertised position may require information 
as to education, training and experience of the applicant and such other information as 
he may deem pertinent and may require any applicant for examination to submit 
Elocumented proof of the possession of any license, certificate, degree or other 
qualification claimed or required and may refuse credit for such qualifications in the 
absence of proof. 

3.29.949 Examinations. 
A. Character. Examinations shall be practical and shall relate to the duties and 

responsibilities of the position for ·..vhich the applicant is being examined and shall 
measure the relative capacity and fitness of persons examined to perform the duties of 
the class of positions to •..vhich they seek to be appointed or promoted. All applicants for 
the position shall be administered the same e)(amination. 

The mcamination used to determine the fitness and relative ability of the applicant 
shall consist of one or more of the following: 
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1. A written test; 
2. A performance test; 
3. An evaluation of education, training and experience as shown on the application 

or by other information submitted; 
4. An oral examination; 
5. An interview designed to determine general fitness for the position; 
B. Conduct. Examinations shall be conducted either by or under the control of the 

city manager or his designee, and all ei<aminers and monitors used in the conducting of 
examinations shall be provided ·.vith such instructions as may be required for fair and 
impartial administration. 

C. Method of Ranking. In any ei<amination the minimum ranking or standing through 
which eligibility on a list may be earned shall be determined by the department head 
with the assistance of the personnel office. Final ranking shall be based upefl-i3 
weighted average of the various parts of the total examination. Applicants for the same 
class of position shall be accorded uniform and equal treatment in all phases of the 
ranking procedure. A minimum passing score may apply to the rating of any part of the 
examination. Candidates may be required to attain at least a minimum passing score---eR 
each part of the ei<amination in order to receive a passing grade or to be rated on the 
remaining parts of the examination. 

D. Ranking Education and Experience. When the ranking of education and 
experience forms a part or all of the examination, the personnel office and the 
department head shall determine a procedure for the evaluation of the education--atlB 
experience qualifications of the applicants. The formula used in appraisal shall give due 
regard to recency and quality of the education and experience. 

E. Oral Ei<aminations. When an oral examination forms a part or all of the 
examination for a position, the department head ·.vith the assistance of the-personnel 
office shall appoint an oral examination board. This board shall consist of three or more 
members who shall be known to be interested in the improvement of public 
administration and in the selection of efficient government personnel, of \Nham at least 
one shall be technically familiar with the character of the ·.vork in the position for which 
the applicants ·.viii be examined. Qualified employees of the city as well as other 
qualified individuals may be appointed to serve as members of oral examination boards. 
Any member of the examination board shall not be an immediate relative of a person to 
be ei<amined. As a general rule, all applicants for the same class of positions who 
qualify for oral examination shall be rated by the same board. Alternate boards or 
members may be used when determined necessar; by the department head and the 
personnel office. 

F. ~Jotice of Results. A person who has applied for a position shall be notified if his 
name has been included on an eligibility list established after an examination has been 
completed and shall be entitled to information regarding his qualifications and eligibility 
for the position. 
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3.29.959 Disq1,mlificatioA of applicaAts. 
The personnel office may refuse to examine an applicant, or after examination may 

refuse to place his name on an eligible list, or may remove his name from an eligible 
list, or may refuse to certify any person on an eligible list who: 

A. Has failed to submit his application correctly or within the prescribed limit; 
B. Is found to lack any of the minimum qualifications in the recruitment 

announcement or C)<amination for the position; 
C. Has applied for promotional examination and ·.vhosc last performance evaluation 

was not average or abevet 
D. Has a pattern of continuing disciplinary action, or more than two oral reprimands, 

from the city •,vithin a tv.·clvc month pCfiod preceding application; 
E. Is addicted to use of a controlled substance or excessive use of int-exicating 

liquors, unless the applicant is under medical supervision, and/or successfully 
participating in a rccogni2cd treatment or rehabilitation program; 

F. Has been convicted of any infamous crime involving moral turpitude ·o11ithin the 
last ten years, and such disqualification docs not violate federal, state or city laws; 

G. Has withheld information of material fact or made a false statement of material 
fact in regard to his application; 

H. Has used or attempted to use bribery to secure an advantage in the examination 
or appointment; 

I. Has directly or indirectly obtained information regarding examinations to which he 
is not entitled; or 

J. Is disqualified under other sections of these rules. 

3.29.969 Re examiAatioAs. 
A candidate •,vho has failed any part of any examination may be scheduled to retake 

that portion of the examination, provided a position in said class is open for recruitment 
at the time of re examination. The test may not be retaken more than three times 
within one year except for shorthand and typing tests which may be given at the 
discretion of the personnel offic-e:-
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Chapter 3.24 

CERTIFICATION AND SELECTION OF CANDIDATES 

Sectiens: 
3.24.010 
3.24.020 
3.24.030 
3.24.040 
3.24.050 
3.24.060 
3.24.070 

-

Cert!f~cat~en and selectien ef candidates. 
Cert1f1cat1en ef candidates. 
Selectien ef new empleyees. 
Preference ~uide fer selectien. 
:Pf pes ef pesitiens. 
:P1pes ef appeintments. 
Selectien ef current empleyees. 

3,24.020 Certificatien ef candidates. 

A. U13on request, tl'te 13ersonnel office ma" deli"er to tl'te de· d 1,e d ti, . 1 " Y manager or e13artment 
a:an£~~ ~aj3:~s :: ~~::~~'.d~tes WAG may be eligible for elmmination for tl'te 13arti;~ar .., 

a dditio~~I candida~s. If ihe ~~t d:f~Z:~;:t:seae~ta~~~l,::rsaosn:elre~~::eott~, certify 
om13et1t1ve advertisement for a vacanc, is exl'tausted tl'tc cie· mana d e o13en a:! and 13ersonnel office may cl'toose to re advertise o:adv~rtts:~n 

8

~c?n~::::! 
C 
I, 

r 
d 

B .. .,If a re em13loyment list exists for a 13osition for wl'ticl't a re uest l'tas ~~e~;:~~ t:~ 13e;sonnel office sl'tall submit a list of 13ersons available ~r re Aire t!~ 
n ea . 

-
3 .24.030 Selectien of new empleyees. 

i 

~ desired selection by tl'te city manager or de13artment l'tead sl'tall be -reported to 
~rsonnel. office. De13artment l'teads must l'tave develo13ed and use a fair and 

rr::~~~~!n ra;;:::d::C~te~ to 
1
select 13er~onnel for vacant 13ositions. All tests and 

e-.., 
j3 
n 
J3e 

o ran c 13ros13ectlve emplo"ecs m t b •, d .. :~:~::;? ~: ;:::;!:',;!~ ":~::~~,.\::;o::~;:~ii:El~7: :: 
II be mad b:. . , rs o em13loyment, transfer or 13romotion eitl'ter oral or written 

wi 
0 

ffice. e r an1 one but tl'te city manager or de13artment l'tead or tl'te 13ersonnel 

-

Ordinance #05-15 
Page 28 of 82 

City of Bethel, Alaska 



3.24.818 Preference guide for selection. 

Individuals in the follo·,ving categories shall be entitled to priority in filling vacant 
13ositions according to the descending order of priorities listed belovv: 

A. Current city employees; 
B. Reinstatement of veteran returned timely from military leave; 
C. Reinstatement from demotions, suspensions or dismissals, successfully appealed; 
D. Transfer or demotion in lieu of layoff; 
E. Re employment from lay off, 'Nithin one year; 
F. Demotion for disciplinary reasons, into same or parallel classification; 
G. Transfer for reasons other than layoff. 

3.24.858 Types of positions. 

A position is employment in the city ser,ice wherein a group of current duties and 
responsibilities has been assigned or delegated by the department head, requiring full 
time or part time employment of one person. Employees are appointed to a particular 
tyj:Je of position; those holding that type are called by that name; for el<amj:Jle-,regttfaf 
full time employee, regular part time employee, temporary employee, seasonal 
employee. The different types of positions are: 

A. Regular full time position means one established for providing essential city 
services on a full time, ongoing basis into the indefinite future. Regular full time 
positions are those allocated to working thirty hours or more--each-week-,-

B. Regular part time position means the same as regular full time except that work 
involved will total less than thirty hours a •,veek. Such work may be of an irregular 
nature such as short shifts at various times and on various days of the week-; 

C. Temporary position means one established to provide essential city ser✓ ices not to 
exceed six months in duration. Such positions may be filled on a full time or part time 
basis. Generally these positions are filled by personnel outside of the city job service. 

D. Seasonal position means one established to provide essential city services on a 
seasonal basis. These positions may be either full time seasonal, or part time seasonal. 
Examples of such positions may be summer and winter recreation employees or 
employees of the municipal dock. Returning seasonal employees have rehire privil€:ges 
for hire the follo'Ning season. 

3.24.0260 Types of appointments. 
A. Probationary Appointment. All appointments to positions in city service, including 

rehires and promotions (Section 3.21.070B or 3.21.030), shall be on a probationary 
basis except for certain kinds of reemployments, demotions and transfers (Section 
3.28.030), as determined by the department head and personnel office, and all 
temporary· appointments. 

6B. Provisional Appointment The City may fill a vacancy by means of a 
provisional appointment. A provisional appointment is temporary and shall expire when 
a regular appointment has been made, or it shall expire 6 weeks from the date of such 
appointment. 
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When a department head finds it essential to fill a vacancy and the personnel office is 
unable to provide a list of persons certified for examination, the city manager may 
authorize the department head to fill the vacancy by means of a provisional 
appointment. A provisional appoifltment is temporary and shall expire 'Nhen a list has 
been prepared and a prooationary appointment has been made, or it shall expire six 
weeks from the date of such appointment. 

C. Regular Appointment. A regular appointment is the action taken by the 
department head, using prescribed procedures, to designate an employee to a regular 
position vacancy after having completed probationary status (does not include 
temporary appointments). 

D. Substitute Appointment. A substitute appointment is one that is made to a 
position which is going to be vacant for longer than sixty calendar days because of an 
authorized leave of absence where the incumbent has reinstatement rights. A candidate 
selected for substitute appointment must have been selected by utilizing the normal 
recruitment and selection rules (Chapters 3.16, 3.20 and 3.21). Upon reinstatement of 
an incumbent, the substitute employee may be transferred or demoted to any vacant 
position for which he is qualified, at the discretion of the department head; otherwise, 
he shall go into layoff status for the position in which he was substitute employee. After 
completion of the substitute appointment the substitute employee will be given an exit 
evaluation by the position supervisor. The evaluation •.viii become part of the substitute 
employee's record and may be used in a selection process for the employee at a later 
eate;-

E. Acting Appointment. 
1.. An acting appointment is made when a qualified employee may be required to 

serve temporarily in and accept responsibility for work in a vacant higher level position 
in 'Nhich no qualified applicant is available for its filling, when an announcement of 
position is delayed, or for some other reason it is not feasible to make a probationary 
appointment. This type of appointment gives the acting employee no advantage in 
competition for regular filling of this position. However, time in acting appointment may 
be counted to•Nard experience for the class of position concerned. Employees filling an 
acting assignment shall not be aslsed or allowed to do jobs or tasks that they are not 
adequately trained or licensed to do, or may cause them injury because of a lack of 
training. 

2. An acting appointment of expected duration of at least five working days requiFCS 
that the acting employee be offered the lowest rate of pay for the position that he is 
acting in, or the next highest step, for the acting position range, that is above his 
current pay level, whichever is higher. 

3.24.878 SelectioA of curreAt emplo•1ees. 

A. Reinstatement and Re Employmeri-t-: 
1. Return from Military Leave. A city employee who returns from military leave 

timely shall be reappointed in accordance with United States Code Annotated Title 50, 
'l'o'ar and National Defense Military Selective Ser,ice Act of 1967, Section 159, 
Separation from Service (a), (b), (c), (f) and (g). If his return is in accorduf\€e-WAA-ffi€ 
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Act, he is entitled to reinstatement into the position he had ·.vhen he left on military 
leave, or into one as nearly similar as possible. 

2. Re Employment After Layoff. An employee with regular status vvho has been lakl 
off may be re employed vvithin one year from the effective date of his layoff. The 
13ersonnel office shall approve re employment if the candidate qualifies. A re empleyee 
employee shall have his ser,ice time adjusted to his original date of employment less 
the time off the payroll, to establish his adjusted service date. 

3. Reinstatement as a Result of Successful Appcah 
a. An employee with status •.vho has been dismissed, demoted or suspended for 

insufficient reasons, as determined through grievance hearing or predisciplinary 
hearing, may be reinstated to his former position or to a position of like status and pay, 
with or •.vithout loss of pay or benefits for the per-led of his separation as specified by 
the grievance or hearing boa-fEh 

b. During the grievance or hearing procedure the department head may order 
reinstatement with or without back pay or benefits, with concurrence of the city 
manager. Such reinstatement order, as approved by the city man;:iger, will contain the 
terms and conditions necessary to implement the reinstatement. 

B. Promotion. Promotions shall be made on the basis of the most qualified and will 
require all applicants to be minimally qualified. A promotion is the filling of a vacancy by 
the advancement of an employee from a position having a lower salary grade. 
Vacancies in city ser.ice shall be filled by promotion whenever practicable and in the 
best interest of the ser.ice. Promotions shall be based upon merit and shall be made in 
accordance 'iNith the procedures established in these rules. Major factors in determining 
J3F0motions are: 

1. Establishing that employees meet the minimum qualifications of recruitment 
announcements; 

2. Results of competitive e>mminations when applicable; 
3. Personnel evaluation repOft;-
1. Promise of continued developft'lef'l¥, 
5. Education, e><perience and training; 
6. Length of ser.ice. 
C. Transfer. A transfer is the lateral movement from one position to another position 

·.vithout any break in service. The transfer may be ·.vithin a department, or from one 
department to another. An employee in a temporary position may not be transferred to 
a regular position. 

1. 'JVithin a Department. Transfer of a qualified employee within a department from 
one position to another at the same position salary level may be made without 
advertising or examination at the discretion of the department head. 

2. Betv.·een Departments. At the joint request of department heads and with prior 
approval of the city manager, a qualified employee may be transferred from one 
position to another betv,·een two departments. An employee who is to transfeHmlst 
meet the minimum qualifications for the position he is to transfer to. 

3. Employee Request. An employee who desires a transfer within a department for 
personal reasons shall send his written request through normal department channels to 
the department head, who will make the decision. A regular employee may request 
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transfer from one department to another for personal reasons. He shall send his written 
request to the personnel office with a copy to each effected department head. If 
transfer is approved by the personnel office, the employee's name will be added for 
consideration of the receiving department head in hiring the transferee. 

1. Employee Application for Transfer or Promotion to Fill an Announced Vacancy. An 
employee 'Nho applies for a transfer, promotion, examination or inclusion as an eligible 
candidate for a position shall submit a written request for such personnel action 
through his department head to the personnel office. Transfers or promotions shall be 
completed with the mutual agreement of the department heads concerned and shall 
normally be effective within two weeks upon acceptance. 

7. Employee Notice of Transfer. Upon approval of the personnel office, and befofC 
completion of any transfer, the employee shall be notified in writing of any change in 
status including pay step, anniversary date, length of service date and requirement for 
serving a probationary period, 

D. Demotion. The movement of an employee to a position in a lower salary grade is 
a demotion. 

1. Reasons. 
a. For lack of work or for cause: an employee may be demoted for lack of work in 

his class, or for cause, and in case of the latter, only pursuant to just cause as defined. 
An employee may appeal his demotion for cause in accordance with Section 3.10.010. 

b. Employee request: if, for personal or other reasons, an employee requests in 
·,vriting that he be assigned to a position in a lower salary class, the department head 
for that vacant position may make such a demotion 'Nith prior approval of the personnel 
office in writing. In such cases, the demotion will be deemed to have been made on-a 
voluntary basis. Such demotion requires that the employee be qualified for the position 
to 'Nhich demotion is requested. The personnel office or the department head may 
require a written examination or other evidence of the employee's qualifications. 
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Sections: 
3.28.010 Purpose. 

_Chapter 3.28 

PROBATIONARY PERIODS 

3.28.020 Probation Duration of probation. 
3.28.030 Probation Former and current emplo•tees. 
3.28.040 Status upon completion of probation. 

3.28.010 Purpose. 
Regular status in the city service is acquired by successfully completing a 

probationary period. This probation is the final step in the e>mmination process in which 
the individual demonstrates his ability and fitness while management determines 
whether an employee is suitable. The probationary period for most positions is Sil< 
months. Department heads may request up to an additional three month's probaB-OA--fof 
a particular employee. Fire and police departments may have special conditions that will 
require a longer probationary pcfied. These departments may request a probationary 
extension to total one year. All requests for extension must be approved by the city 
manager. 

3.28.020 Probation Duration of probation. 
A. Except as othep,vise provided in Section 3.28.030, every appointment to a position 

in the city service shall be subject to a probation period as provided in this section. 
8. Except as provided in subsections C and D of this section, appointment to a 

13osition shall include a probationary period as follows.-
Cit·t employees 
Regular employees: 6 calendar mon#!s 
Part time employees: 520 hours of cumulative service 

C. Probation does not apply to an appointment to a temporary position since a 
person so appointed serves at the pleasure of the appointing authority and is subject to 
summary removal for any reason or for no reason. 

D. The department head may consider service rendered in a temporary position in 
connection with an assessment of a person's qualifications to apply for a pesitlon. The 
department head may consider seF,'ice rendered in a temporary position as 
probationary seF,ice for an appointment directly to a regular position that is the same 
as the tem13orary position.) 

3.28.030 Probation Former and current employees. 
A. Re Employed Employees. Re employed employees shall be subject to a 

probationary period only to the extent of completing any incomplete probationary 
J3effod, except that employees reemployed to a position in a different department shall 
ee subject to the probationary period in the different department at the option of the 
department head 'Nith the approval of the city manager. Prior city service in a poSffiBfl 
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in the same classification, in the same department, shall be credited toward completion 
of the current probationary period if the break in city service docs not exceed one year. 

B. Promoted Employees. 
1. An employee promoted to a position in the same job classification prior to 

completion of his probationary period shall complete his probationary period in the 
lo·Ncr position by service in the higher. For Clmmplc if a person has completed three 
months in the lower position he shall serve three months in the higher position to 
complete his probation. This employee shall be considered as having completed regular 
status in the lower position, and be assigned regular status in the higher position, after 
successful completion of the applicable probationary' period follo·Ning his promotion. 

2. An employee promoted to a position in a higher job classification prior -te 
completion of his probationary period shall complete the full probation in the promoted 
position. An employee promoted to a position in a higher job classification after 
completion of a probationary period shall complete the full probationary pcfiod in the 
promoted position. An employee who has already successfully completed a 
probationary< period in any position will not lose the follov,·ing benefits during a transfer. 

a. Leave benefits; 
b. Utility benefits; 
c. Health/medical benefits; 
d. Retirement benefits; 
c. Other normally earned city employee benefits. 
C. Transferred Employees. When a regular employee transfers to a position in the 

same classification within a department, no probationary period shall be scr,cd. Whef\ 
a regular employee transfers to a position in the same classification in anothCf 
department, or transfers to another classification in another department, the receiving 
department head concerned shall make the decision ·.vhcthcr a probationary pcriod-wHl 
be served, subject to approval of the city manager. The employee concerned shall be 
notified in writing of the requirement to serve a probationary period, before the 
transfer. Any employee who has already successfully completed a probationary period 
in any position will not loose the follo·Ning benefits during a transfer: 

1. Leave benefits; 
2. Utility benefits; 
3. Health/medical benefits; 

---4. Retirement benefits; 
S. Other normally earned city employee benefits. 
D. Demoted Employees. 'JVhcn an employee is demoted to a position in a class 

·,vhcrc he previously held regular status, no probationary period shall be served, Cl<ccpt 
in the case of demotion for disciplinary reasons. 'Nhcn an employee is demoted to a 
position in which he did not hold regular status, the department head shall decide 
whether a probationary period will be served, subject to approval of the city manager. 
The employee concerned shall be notified of the decision, in writing, before the 
demotion. 

E. Acting Appointment. No probationary period will be required v,·hcn serving in an 
acting status. Time served in an acting appointment shall not count toward completion 
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of probation but may be countcd-teward experience required in minimum qualification5 
for the position. 

3.28.848 Status upon completion of probation. 

A. Regular Appointment. Regular appointment to a position in the city service shall 
be made only upon satisfactory completion of the probationary period. It shall be--l:fte 
responsibility of the department head to provide the personnel office a statement, in 
writing, to the effect that the services of each employee appointed for a probationary 
13criod have or have not been performed satisfactorily during such a period and that the 
employee is or is not recommended to be retained in the services. Unless action is 
taken by the department head to separate or demote the employee or to request 
extension of the probationary pCfied-j3rior to the end of the probationary periea,-the 
appointment shall become regular on the first working day following completion of the 
probationary period. 

B. El<tcnsion of Probationary Period. The probationary period of an employee may be 
extended for a period of time not to exceed three months (six months for-th€--f,eti€€ 
and fire department) at the option of the department head and with prior approval of 
the city manager. Nooce of such extension and reasons for it shall be given in writing 
to the employee, with a copy to the city manager, prior to the end of the cstablisfteB 
probationary period. Such an extension docs not affect or change the anniversary date: 
for the employee. 

C. Separation During the Probationary Period. 
1. If at any time during the probationary period, the department head determines 

that the services of a new or rehired employee have been unsatisfactory, the employee 
may be separated from his position without right of hearing or appeal. VVrittcn notice of 
such dismissal shall be given to the employee prior to taking action. A dcpartmCflt-heaB 
may give the dismissed employee a reason for the dismissal, upon request for such. 

2. \','hen it becomes clear that an employee serving a promotional probationary 
period is not performing adequately, he shall be so informed in writing with a copy to 
th€--j3crsonnel office, and consideration will be given to demoting him to a position in 
his previous classification, or in any other available position for which he is qualified or, 
lacking an open position, his name will be entered on the appropriate layoff list. 
Promoted employees, unable to successfully complete the probationary period, shall be 
given the right to return to the previous position in which they had attained regular 
status. 
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Chapter 3.32 

EMPLOYEE PERFORMANCE APPRAISAL 

Sections: 
3.32.010 Performance appraisal. 
3.32.020 Programs to imprmre efficieAcy of employees. 

3.32.010 Performance appraisal. The City Manager. or City Council where 

appropriate. shall prepare and provide a written performance appraisal to employees 

who are not within the collective bargaining unit. Such employees shall be allowed to 

place their own comments on any performance appraisal. Performance appraisals for 

such employees shall be maintained as part of the City's permanent personnel records. 

A. The personnel office shall, in cooperation with department heads and othCfS-; 
develop and adopt a system of appraising the performance of employees in the city 
service. Performance evaluation is used for the follmving purpor.,es;-

1. To provide a basis for informed decision on such matters as promotion, vwrl, 
assignments, training, recognition and av,·ards and termination of employment; 

2. To keep employees advised of what is expected of them and how well they are 
meeting these expectations; 

3. To stimulate improved 'Nork performance and commitment to department goals; 
4. To provide a basis for meeting employee needs for growth and development; 
5. To enable management to make better use of its personnel resources; 
6. To foster an effective working partnership between supervisor and employeey 
7. To determine the effectiveness of placement and promotion actions. 
B. Preparation. A performance evaluation report shall be prepared for all employees 

as set forth belo'N. Each department head, 'Nith assistance of the personnel office, shall 
develop and use performance standards suited to the requirements of his department. 
Standards of performance established as a basis for personnel evaluation shall have 
reference to the quality and quantity of work, the manner in which service is rendered 
and such characteristics as 'Nill measure the value of the employee to the city. 
Employees shall be informed of such standards. 

C. ~Jature, Form and Frequency of Reports. The personnel office shall prescribe the 
nature, form and frequency of performance evaluation reports, shall investigate the 
accuracy of challenged performance evaluation reports and shall, when justified, take 
any necessary action required to ensure that the evaluation report accurately reflects 
the facts. The personnel office shall provide for uniform application of evaluation 
standards. Performance evaluation reports shall be made at the third month of the 
probationary period, before completion of each probation period, annually before 
anniversary dates, upon promotion, demotion or transfer, and for every separation of 
employees who have 'Norked at least ninety days regardless of the reason. Performance 
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evaluation reports may also be completed at any other time at the discretion of a 
department head. 

D. Review of Performance Evaluation with Employee. The department head shall 
prepare the performance evaluation report and discuss it privately with the employee to 
whom it pertains. Employees may comment on the content of the performanEe 
evaluation report; such written comments shall be attached to the report and become a 
part of it. 

E. Distribution of Reports. Upon completion of department reviev,·, the department 
head shall furnish the employee with a copy of the performance evaluation report. The 
original shall be filed in the employee's central personnel file. 

F. Grievance of an Evaluation. The substance of a performance evaluation report 
shall not be the subject of a grievance. 

3.32.929 Programs to improve efficieRC'f of employees. 
A. The city manager shall cooperate 'Nith department heads in developing and 

i,romoting programs for employee training, retraining, safety, morale, 'Nork motivation, 
health, counseling and ·Nelfare. 

B. The city manager shall plan, promote, and implement, with the assistance of 
department heads, a career development program designed to meet the continually 
changing staffing requirements of the following elements: identifying key managerial, 
professional, technical and administrative positions in which the need for replacements 
can be reasonably anticipated; assessing available manpower to determine 'Nhcther or 
not highly competent replacements arc available or persons of considerable potential 
arc available; determining what is required to develop that potential into high 
€6ffij3etence; and marshalling the resources of management and personnel 
management to carry out the steps necessary to develop the competence in potential 
replacements so that, ultimately, there 'Nill be a constant supply available of----fli§l,+y 
€6ffij3etent manpo·Ncr prepared to meet the needs of the city. 
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Sections: 

Chapter 3.36 

DISCIPLINARY ACTIONS 

3.36.010 General policy. 
3.36.020 Forms of discipline. 
3.36.030 Disciplinary reporting. 

3.36.010 General policy. 
A. The city manager, or City Council where appropriate, will handle will advise and 

assist department heads in the handling of ;:ill disciplinary matters. The city manage,r or 
City Council where appropriate, shall approve all disciplinary actions, concerning 
suspension, transfers, demotion or dismissal prior to the completion of the action, 
unless, in the judgment of the department head, immediate disciplinary action is 
required. The basis for taking immediate action shall be limited to reasons of just cause 
or immediate danger to health, safety and welfare of city employees or the public. In 
such instance, the department head shall have the authority to suspend the employee 
without pay pending investigation and approval of the final determination by the city 
manager. 

B. Prior consultation with the city manager on all disciplinary actions is desirable and, 
time permitting, encouraged in order to provide for continuity and consistency in the 
application of disciplinary matters. 

3.36.020 Forms of discipline. 
Employment for all employees excluded from the collective bargaining unit is at will. 
The city manager may take disciplinary action when s/he believes that an employee has 
not adhered to the city's standards, rules or policies, or that performance requires 
improvement or is unsatisfactory. Such action may include oral reprimand, written 
reprimand, suspension with pay, suspension without pay, demotion, or discharge. The 
city manager may apply the discipline s/he considers appropriate under all of the facts 
and circumstances, up to and including immediate termination without prior corrective 
action or notice. Progressive discipline shall be follov,ed when practicable. 
9epartment heads and supervisors should always be av,·are of the continuing need for 
informal counseling. 'A/hen informal counseling falls to correct a situation, or when the 
severity of the inappropriate conduct ·,varrants and it is in the best interest of the city, 
the city manager may permit any of the following forms of discipline to be imposed at 
anytime so long as such discipline is supported by just cause: 

A. Oral reprimand; 
B. Written reprimand; 
C. Suspension without pay; 
D. Demotion; 
E. Dismissal. 
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3.36.030 Disciplinary reporting. 
A. Disciplinary Action Reports. All disciplinary actions except oral reprimands shall be 

documented on a personnel action report form. A record of the date, time and subject 
of any oral reprimand shall be maintained in the departmental personnel files for a 
twelve-month period. The disciplinary report shall clearly and concisely set forth the 
supervisor's reasons for disciplinary action. The employee shall be given an opportunity 
to review the disciplinary report 'Nith his department head. If the employee disagrees 
with the facts or conclusions contained in the report, he shall be permitted to submit, 
within four calendar days after reviewing the report v,·ith his department head, a 
statement of disagreement. The statement shall clearly and concisely set forth the 
employee's reasons for disagreeing 'Nith the report. One copy of the employee's 
statement shall be appended to the report and shall become a part of it. If the 
employee has no comment or has not responded within the required time frame, it shall 
be so noted and the report shall be forwarded to the personnel office for inclusion in 
the central personnel file. 

B. The City Manager may, The department head may, if appropriate, complete 
periodic reviews of the employee's progress in correcting the cause of the original 
discipline. Such reports shall be made a part of the employee's central personnel file. 
Disciplinary action reports which concern employees who have separated from city 
service shall remain a part of the file. 
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Sections: 

Chapter 3.40 

GRIEVANCES 

3.40.010 Grie·,anee proced1:1Fe. 
3.40.020 GFie-..•anee heaFing. 
3.40.038 PFe disciplinary hearing. 

a.-48.010 Grie·,anee pFOeed1:1re. 

A grievance shall be processed in accordance with the procedures and within the 
time limits stated in Sections 3.10.010 3.10.020. 

A. Step 1 Informal Discussion. The grievant shall discuss the grievance with the 
department head. If the grievance cannot be resolved informally through discussion, 
with the department head, it shall then be reduced to ·,vriting as a formal grievance, 
and the written grievance shall be submitted to the department head. The written 
grievance must be submitted within fifteen calendar days of the date that the grievant 
knov,·s or has reason to kno•,v of the conduct or actions upon ·,vhich the grievance is 
based. Failure to notify the city within the specified time limits identified in the 
procedure shall constitute a bar to further action on the alleged grievance. The time 
limits set forth in this procedure may be extended in writing by mutual agreement of 
the parties. 

The written grievance must describe the actions or omissions that are alleged to 
constitute improper conduct by the city and must indicate the rule or rules that have 
allegedly been misapplied, misinterpreted or violated by the city. The written grievance 
must also include a description of what the grievant would like to see as an outcome to 
the situation; i.e. back pay, reinstatement, apology from management, etc. 

B. Step 2 Department Head. Upon receipt of a written grievance, a department 
head shall, •,vithin seven calendar days, respond in writing. Upon receipt of the 
department head's response, the grievant shall have seven calendar days to appeal the 
decision in •,vriting to the city manager. If the department head fails to respond to the 
employee's grievance within the seven days, such failure to respond ·,viii serve to 
declare the grievance as settled based upon the grievant's claim. If the grievant fails to 
appeal the department head's decision within the seven days, such failure to respGf\6 
will serve to declare the grievance as settled based upon the department head's 
decision. 

C. Step 3 City Manager. V,'ithin seven calendar days of receipt of a 'A'Fitten appeal 
from the decision of the department head, the city manager or his designee shall 
review the matter and respond in writing to the grievant's grievance. Upon receipt of 
the manager's decision, the grievant shall have seven calendar days in which to submit 
a written request for a grievance hearing to the personnel office. If the grievant fail-s-t0 
file a written request for a grievance hearing within the seven days, such failure wi+I 
serve to declare the grievance as settled based upon the manager's decision. If the city 
manager fails to respond to the grievance appeal within the seven calendar days, such 
failure will serve to declare the grievance as settled based upon the grievant's claim. 
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3.40.020 GrievaRce heariRg. 
A. If a timely request for grievance hearing is received, a three member grievance 

hearing board shall be convened by the personnel office. This hearing board shall 
consist of tv.•o city councilmembers, selected by the mayor, and a member of city 
management (either the city manager or his designee). The grievant shall have the 
right to remove one member of the board, one time. The grievant must give a reason 
for the removal of the one board member. The mayor shall pick any replacement 
councilmember; the city manager shall pick any replacement administration member. 

8. The grievance hearing shall be convened, at a mutually agreed upon place and 
time, within fourteen calendar days of the date a request for hearing was received by 
the-t,ersonnel office. If the grievant chooses to exercise his right~A€ 
member of the board, as specified above, an additional seven calendar days shall be 
added to the time limit. 

C. The grievance hearin§--board shall pick a chairman to chair the hearings. Hearings 
shall be conducted according to generally accepted standard and prncedures for 
grievance arbitration, and shall be recorded for future reference. The grievant shall 
have the right to make it a public hearing or not. The hearing board shall have no 
authority to add to, alter, delete or modify any statute, regulation, ordinance or labor 
agreement, except for reissuance of back pay during a suspension. The hearing boare 
shall not make any award involving payment to a party for events, actions or omissions 
preceding the events, actions or omission recited in the complaint. The decision of the 
grievance hearing board shall be final and binding on all parties and shall-eA+y-be 
subject to appeal in the Superior Court. Either party may make application to the 
Superior Court to enforce a decision of the hearing beafEh-

D. In the application of this section, "grievant" shall include any duly authorized 
representative of the grievant. Nothing in this section shall be construed to prevent 
settlement of a grievance by mutual agreement of the parties at any time. 
---€. The grievance prnvisions contained in this section shall not apply to employees 
'o\'ho have not successfully completed a prnbationary period in accordance with Chapter 
3.28 at the time of the alleged action or omissions. Prnbationary employees may be 
subject to discipline without grievance appeal and may be terminated in accordance 
with Section 3.28.0<J0C. 

3.40.030 Pre EliscipliRary heariRg, 

A dismissal, demotion with reduction in pay or suspension without pay of an 
employee who has satisfactorily completed the probationary period in accordance •Niffi 
Chapter 3.28 shall be accomplished and reviewed only in accordance with the 
prncedures stated in this section. 

A. Before a department head may dismiss, demote with a reduction in pay or 
suspend without pay an employee, the employee shall receive written notice of intent 
to discipline containing a reasonably specific statement of the basis for the intended 
discipline. Depending on the circumstances of the occurrence, in the judgment of the 
department head, immediate suspension without pay may be required on the basis of 
just cause, or immediate danger to health, safety and welfare of city employees or the 
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public. Also contained in the written notice of intent to discipline will be an explanation 
of the employee's entitlement to asl< for a hearing at which such intended discipline 
may be reviev,·ed. If the employee is unavailable, the notice shall be given by mail. 

B. The employee may request a hearing only by submitting a written request to his 
department head, on a form to be provided by the personnel office, no later than five 
p.m. on the seventh calendar day follo'Ning the day on which he received the notice of 
intent to discipline or the date of mailing such notice. The employee may request either 
a pre disciplinary hearing or a post disciplinary grievance hearing. Failure of the 
employee to timely submit ·,o,Titten notice of his selection on the designated form shall 
constitute a waiver of the employee's right to both a predisciplinary hearing and a post-
disciplinary grievance hearing. 

C. The city manager shall schedule a pre disciplinary hearing no later than the 
fifteenth calendar day after the notice of intent to discipline is provided to the 
employee. The city manager shall designate an impartial individual experienced in 
dispute resolution to serve as a hearing officer at the pre disciplinary hearing. The city 
manager shall not designate as a hearing officer, any city employee unless otherwise 
agreed upon by the parties. The pre disciplinary hearing shall be held only if the 
employee submits a timely written request as provided above. If for any reason the 
employee objects to the hearing officer designated by the city manager, he must so 
indicate in writing no later than five p.m. on the seventh calendar day following the day 
on which he received the notice of intent to discipline or the date of mailing such notice 
and select, at that time, an alternative hearing officer who is available to conduct the 
hearing within fifteen days of the notice of intent to discipline from a list maintained by 
the city manager. 

D. Existing pay status shall not be provided beyond the fifteenth day if the employee 
or his representative requests and is granted an extension of the hearing date for any 
reason. 

If the city requests and is granted an extension of the hearing date for any reason, 
the employee shall be continued in pay status. 

E. The hearing officer may exercise independent judgment as to the weight of the 
evidence and on legal issues raised by the parties. The employer shall prove the 
existence of just cause to discipline the employee by a preponderance of the evidence 
presented. 

F. The hearing officer shall issue a written decision no later than tv.·o working days 
after the close of the hearing. The decision shall include reasonably specific findings of 
fact, conclusions of law, and a clear and precise statement of the reason for the 
decision. 

G. The hearing officer is limited to either upholding or denying the discipline based 
upon the existence of just cause to support it, and is not authorized to provide any 
other remedy. 

H. If the hearing officer denies the el<istence of just cause to support the discipline, 
the department head, in consultation with the city manager, may then impose a lesser 
form of discipline for the conduct at issue at the hearing. If the lesser form of discipline 
is to be either suspension or demotion the hearing officer shall retain jurisdiction to 
review and rule on that discipline. The employee may receive such review only by 
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submitting a written request within seven calendar days of notice or date of mailing-Of 
such notice of the lesser discipline. The hearing officer shall issue a 'fv'Fitten decision 
within tvvo working days of receipt of the petition for review based solely on the 
evidence submitted by the parties at the prior hearing. 

I. Section 3.10.020 shall not apply to an employee entitled to the procedures stated 
in this section unless the employee requests a grievance hearing in writing as provided 
in subsection B of this section. As a result of a grievance hearing on discharge 
grievances under Section 3.10.020, the hearing board may reinstate the employee only 
if the city fails to prove just cause to support the discipline. For discharge grievances, 
reinstatement shall be the exclusive remedy; the grievance hearing board shall not 
award back pay. 

K. The affected employee may appeal the hearing officer's pre disciplinary decisioo 
by filing a written notice of appeal with the Alaska Superior Court. The Superior Court 
shall have no jurisdiction to hear the appeal unless the employee files the notice of 
appeal within thirty days after the employee's receipt of the hearing officer's decision7 
The Superior Court shall limit its review to whether or not substantial evidence in the 
record supports the decision and to legal issues necessarily decided by the hcafH'\j'J 
officer. 
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Sections: 
3.44.010 Resignations. 
3.44.020 Layoffs. 
3.44.030 Terminal leave. 
3.44.040 Medical separation. 
3.44.050 Retirement. 

3.44.010 Resignations. 

Chapter 3.44 

SEPARATION 

A. Resigning. A. Notice of Resignation. Employees may terminate their 
employment voluntarily at any time, subject to the notice requirements of any 
applicable written employment agreement. Letters of resignation, if any, shall be 
addressed to the city manager, or city council where appropriate. All employees are 
requested to take into consideration the needs of the City in terms of providing notice 
regarding resignation. 
An employee who desires to terminate shall give at least two week's 'Nritten notice to 
his immediate supervisor. The period of notice may be reduced or waived by the 
personnel office upon recommendation of the department head. A notice of resignation 
shall become part of the personnel file. 

B. Withdrawal of Resignation. An employee may withdraw-+tts- his/her resignation 
only prior to the effective date stated in the applicable notice of resignation with the 
written approval of the city manager, or city council where appropriatedepartment 
Aeatl. 

C. Failure to Give Adequate ~Jotice. Failure to give adequate notice shall be noted on 
the employee's separation documents and shall preclude preferential consideratiOR-Fef 
future employment. 

!::;f~. Effective Date of Termination. The effective date of termination pursuant to 
a notice of resignation shall be the last day on which the employee works. 

3.44.020 Layoffs. 
A. The city manager may find it necessary to reduce the number of City 

employees because of a decrease in funding, change in provision of services, or other 
reasons, and lay offs may result. 
Reason for Layoff. Layoffs may be necessary due to the following: 

1. Elimination of a position in the work force; 
2. End of a substitute appointment upon return of the incumbent 'Nhen the 

substitute's transfer to another position has not been achieved; 
3. Failure of an employee to successfully complete the probationary period following 

promotion when the city manager determines that there is no other position available 
to which that employee may be demoted. 

B. Layoff Procedure. ~Jo employee shall be laid off except upon at least tvvo v~ 
advance notice. An employee who is subject to layoff due to a reduction in force, as 
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provided in this section, shall have the right to displace another emplo')'ee only in 
accordance with the following conditions: 

1. Such displacement may occur only in the same department as the position subject 
to la··off· r , 

2. The employee subject to layoff must have more seniority than the employee to be 
displaced; 

3. The employee subject to layoff must meet the qualifications for the position 
occupied by the employee to be displaced, as determined by the city manager; 

4. The displaced employee must hold a position in the same department as the 
employee subject to layoff; 

5. The displaced employee must hold a lower position in the same department as 
the emplo')'ee subject to layoff and that position must be one in which the employee 
subject to layoff has previously earned status; and 

6. The displaced employee must be the least senior employee meeting the 
conditions above. 

The city manager shall offer an employee subject to layoff another vacant position at 
the same or lower pay range within the department or any other department which 
may be available, if the emplo')'ee meets the minimum qualifications for that p05ffiBA-a5 
determined by the city manager and department head. 

C. Eligibility for Re Employment. A layoff of more than one year shall constitute a 
break in service for the purf,Ose of a person's entitlement to preferential re employment 
rights under Section 3.21.010. Acceptance of an appointment, other than a temporary 
or provisional appointment, to a position subject to this chapter constitutes satisfaction 
of an employee's re employment rights. 

3.44.030 Terminal leave. 
The value of an employee's accumulated annual leave shall be paid to--A+ffi- him/her 

without undue delay along with--ftt5- his/her final paycheck following separation. There 
is no provision for terminal leave. The employee's final paycheck shall be available at 
the personnel office within the prescribed state time limits. Upon termination the 
employee will also be asked required to complete fill'L..the-necessary termination 
paperwork as required by the city. 

3.44.040 Medical separation. 
An employee who is unable to return to work following approved medical leave 

without pay may be separated in good standing from city employment Depending on 
the type of injury or illness, and whether it happened on or off the job, the employee 
may be able to take part in either the long-term disability program with the city health 
benefit plan or the long-term disability plan under the retirement system. Employees 
are responsible to make themselves aware of the particular requirements in both long
term disability plans and should contact the personnel officer if further information is 
required, beyond what is provided in the plan documents. 
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3.44.050 Retirement. 
A. The city is a member of the State of Alaska Public Employees Retirement System. 

All new employees hired after June 1, 1991 are required to be part of this plan if they 
meet the minimum requirements of the state system. 

B. To apply for retirement, the completed PERS form must be received in the PERS 
office in the month before retirement benefits become payable. Benefits are not paid 
retroactively, unless payment was delayed by the PERS office. After receipt of an 
application for retirement, PERS will then return forms that must be completed by the 
employee and the city. 
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Sections: 
3.48.010 Pay plan. 
3.'18.020 Pay Fanges. 
3.48.030 Basis of pay mtes. 

Chapter 3.48 

PAY 

3.'18.040 EntFance pay Fates. 
3.48.0J50Advancements within a pay range. 
3.48.060 Emplo•,.ee incenti'.•e committee. 
3.'18.070 Length of seFvice. 
3.'18.080 Special types of appointments. 
3.48.0J90 Overtime 
3.48.100 Shift diffeFential. 
3.48.041-10 Effective date of changes in payroll actions. 
3.48.05¼20 Total remuneration. 

3.48.010. Pay Rates 

A. Wage Schedule. All employees shall be paid commensurate with the pay 
range to which his/her position has been assigned. 

B. Starting Rate on Initial Employment. Original appointment to any position 
shall be made at the entrance rate, and advancement from the entrance rate to the 
maximum rate within a pay range shall be by successive step. The City Manager, or 
city council where appropriate, may approve initial compensation at a rate higher than 
the minimum rate in the range for the position when the needs of the service make 
such action necessary, provided that any such exception is based on the applicant's 
experience and ability over and above the qualification requirements specified for the 
class, or a critical shortage of applicants exists. The basis for the request shall be in 
writing and approval for such shall be in writing prior to appointment. 

C. Reinstatement and Re-employment of Employees. 
1. Reinstatement As Required By Law. Employment rights of 

employees shall be governed by applicable law. 

3.48.020. Advancements Within a Pay Range 

A. Annual Step Increase. Employees shall have their performance reviewed 
annually. Their salaries may be advanced after an annual performance review to the 
next higher step within the range based upon their performance. Such advancement 
may be made annually until the employee has reached the maximum rate of the pay 
range for his/her position. Dates for such review and advancements shall be the 
employee's anniversary date and annually thereafter as adjusted by the number of 
calendar days that total leave without pay exceeds thirty (30) during the calendar year. 
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Annual step increases shall be within the City Manager's, or where appropriate 
the city council's, sole and exclusive discretion, and shall be based on merit. A step 
increase must be earned and is not granted automatically. In determining whether or 
not to grant an annual step increase, the City Manager, or city council where 
appropriate, shall give consideration to the objective evaluation of an employee"s work 
performance, recorded on a performance evaluation report. 

3.48.030. Overtime 

Employees who are not exempt from FLSA and are not within the 
collective bargaining unit shall be paid at one and one-half times their regular rate of 
pay for all hours actually worked in excess of forty (40) hours in one (1) week. 

3.48.040. Effective Date of Changes in Payroll Actions 

Nothing in this Title shall prohibit retroactive pay approved by the City Council or 
required because of administrative oversight or error as determined by the City 
Manager. 

Personnel action implementing any change in status or pay shall be effective 
upon approval of the City Manager provided such changes are received by the Payroll 
Office at least ten (10) working days prior to the effective date. 

3.48.050. Total Remuneration 

The pay rate determined for a position under this Chapter shall represent the 
total remuneration for the employee, not including reimbursement for expenses 
approved by the City Manager. Except as provided in this Chapter. an employee shall 
not receive remuneration from any person other than the City for performance of his or 
her ordinary duties or any other additional duties which may be imposed upon him or 
her, or which he or she may undertake or volunteer to perform. 

3.48.010 Pa·, plaA. 
A. Definition. The term "pay plan" includes pay schedules, means by which pay is 

adjusted, such as probationar/ and promotional increases, demotional decreases and 
differential payments as set forth in these rules. 

B. Policy. The policy of the city is to pay salaries and wages consistent •Mith 
prevailing practices and pay in the Bethel area and municipal governments generally. 
Due consideration shall be given to the differentials in cost of living and work conditions 
involved and other benefits provided by the employer. 

C. Amendments. Amendments to any pay plan may be recommended to the city 
council by the city manager and shall become effective upon city council approval or a 
date specified by the council. The personnel office 'Nill conduct wage sur;eys to 
determine the prevailing rates for positions. Sur;eys shall include fringe benefit data 
where feasible. Recommendations for range changes, reclassifications and amendments 
to the pay plan will be made to the city manager, based upon results of such surveys. 
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D. Responsibility. The city manager is responsible for development, maintenance and 
administration of uniform and equitable pay plans based upon the classification plan for 
all positions in the city service. 

3.48.020 Pa•t FaA!}eS. 

A pay range is a level of pay that is assigned to a position which determines the pay 
of employees in that position. It comprises a series of steps through which an employee 
may progress by probationary and/or longevity increases. Kelly Shift employees of the 
fire department shall 'Nork under the Kelly Shift pay plan and the Fair Labor Standards 
Act rules governing it's application. 

Pay ranges are assigned to positions, based upon the following factors: 
A. Duties and responsibilities of position; 
B. Internal equity maintenance of pay ranges of positlons in appropriate relations to 

one another; 
C. Prevailing rates for comparable work in both public and private emplBymeAF, 
D. General pay relationships among job families; 
E. Pay relationships between supervisors and employees; 
F. Employee recruitment and retention problems; 
G. Economic trends and forecasts;-
H. Salary survey data, including comparative fringe benefits; 
I. Availability of funds. 

3.48.030 Basis of pay rates. 
Pay rates are based on full time employment at normal working hours for each 

position. Kelly Shift pay rates for Kelly Shift employees of the fire department shall be 
based on -ful~ time employment at twenty four hours per shift, per person. 

3.48.040 Entrance pay rates. 

A. Starting Rate on Initial Employment. Original appointment to any position shall be 
made at the entrance rate, and advancement from the entrance rate to the maximum 
rate within a pay range shall be by successive step. Upon recommendation of the 
department head, the city manager may approve initial compensation at a rate higher 
than the minimum rate in the range for the position when the needs of the service 
make such action necessary, provided that any such exception is based on the 
applicant's experience and ability over. and above the qualification requirements 
specified for the class, or a critical shortage of applicants exists. The basis for the 
request shall be in ·Nriting and approval for such shall be in writing prior to 
appointment. 

B. Reinstatement and Re Employment of Employees. 
1. Reinstatement of Veterans. A veteran, reinstated under Chapter 3.21, shall be 

entitled "to be restored to such position" (as he had when he left the city on military 
leave, other than a temporary position) "or to a position of like seniority, status and 
pay" as set forth in the United States Code Annotated, Title 50, V'lar and ~Jational 
Defense Military Selective Service Act of 1967, Section 159 Separation from Service (a), 

City of Bethel, Alaska Ordinance #05-15 
Page 49 of 82 



(b), (c), (f) and (g). A veteran shall be reinstated to the same position or one as nearly 
like it as is available, at the same step he had •,vhen separated. His anniversa1·y date 
shall be the date of reinstatement adjusted by the number of months and days served 
to·,vard the next step before leaving for military service. A probationary period shall not 
be required unless one was not completed in last previous employment, in which case 
only the incomplete portion need be served upon reinstatement. ~Jo probationary pay 
increase shall be granted unless one was not received in last previous employment. 

2. Re employment of Laid Off Employees. \l'o'hen a laid off employee is re employed, 
under Chapter 3.21 he is entitled to the same pay or step he had ·,vhen laid off. His 
length of service shall be adjusted by the number of months and/or days laid off. A 
probationary period shall be required only if requested by the department head and 
approved in advance by the city manager, unless one was not completed in last 
previous employment, in which case the incomplete portion need be served in new 
employment. 

3. Reinstatement as Result of Successful Appeal. An employee reinstated as a result 
of successful appeal is entitled to all rights previously established, including the same 
pay or step, and the same anniversary date and/or length of ser,ice, unless otherwise 
directed by the body hearing the grievance appeal. A probationary period shall not be 
required and a probationary increase shall not be a·,varded unless one was not 
completed in employment just previous to the appeal, in ·,vhich case only the 
incomplete portion need be served in the new employment. 

C. Rehire. A former employee may be rehired at the same pay rate or step he had 
before separation or any lm•ver pay rate or step in the range determined by the 
department head, ·,vhen rehired under Chapter 3.21. VVhen rehired in the same 
position, a parallel or a. lower position classification, ,vhen approved in advance by the 
city manager, the employee may be paid at the rate that best reflects prior creditable 
city service. Consideration shall be given to experience and education acquired since 
leaving city employment. The employee must serve a probationary< period, but shall not 
be entitled to a probationary increase unless he did not receive one in previous 
employment or unless he is hired at the first step. Former employees ·,vho are not 
eligible for rehire may be reappointed as new employees. The anniversary date shall be 
the date of rehire. Length of ser,ice date shall be that as established in Sectioo 
3.18.070. 

D. Rate of Pay on Promotion. 
1 ~Jormal Promotion. Unless otherwise provided in this subsection, an employee 

·,vho is promoted to a pay range which is higher than the one which he currently holds, 
the new range shall be the A step or that step providing for at least a one step 
incremental increase, considering those factors outlined in subsection A of this section. 

2. Upward Reclassification. In any case ·,vhere a position is reclassified upwards, the 
pay step of the employee occupying the position shall be that step in the new range 
providing for a one step incremental increase. Length of service date remains 
unchanged, and no probationary period shall be required. The anniversary date of a 
promoted employee shall become the date of promotion. 

3. Upward Range Change. In the case of an upward range change, the pay step of 
the employee in the new range shall be at the same step in the new range as held in 
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the old range. Length of service date remains unchanged, and no probationary period is 
SeF\led. 

1. Promotion Follov,·ing Demotion in Lieu of Layoff. 
a. If an employee is promoted back to his former pay range ·..vithin one year 

following a demotion in lieu of layoff pursuant to Section 3.11.0208, he shall be placed 
at that step in the higher pay range which equates with his rate of pay prior to the 
demotion in lieu of layoff. 

b. If an employee is promoted within one year to a pay range lower than that which 
applied to him before a demotion in lieu of layoff pursuant to Section 3.11.0208, he 
shall be placed either at that step in the new pay range which equates with his rate of 
pay prior to the demotion in lieu of layoff or to the highest step in that new pay range, 
whichever is lower. 

E. Starting Rate on Lateral Transfer. \IVhen an employee is assigned to a new 
position at the same classification level and department for -which he is qualified and 
which has the same salary grade, he shall be transferred at the rate he ,vas receiving, 
and no probationary pefiod shall be seF\led. His date of next increase shall remain the 
same as in his former position. 

1. Transfer to a Parallel Class or to Another Department. When employees are 
transferred to a position in a parallel classification, or transferred from one department 
to another, to a position in the same or a parallel classification their anniversary date 
and length of service date are not changed. Employees so transferred may be required 
to ser,e a probationary pcriBd in accordance with this chapter, but will not be eligible 
for a probationary increase. 

2. Lateral Reclassification. When a position is reclassified at the same salary levcl,
the incumbent shall have no change in status. 

F. Demotion. 
1. Pay Step in Range for Lower Class. When an employee is demoted, his pay step in 

the range for the lower classification shall be that step which is determined by the 
department head and approved in advance by the city manager. Factors shall include: 
reason for demotion, past and current performance evaluations, cooperation with the 
department head and other employees; previous experience in the lower or a paralld 
classification; budgeted funds available; and length of service. 

a. Demotion for Disciplinary Reasons. An employee demoted for disciplinary reasons 
normally shall be placed in Step A of the lower range unless re adjusted by the 
department head and city manager. 

b. Demotion In Lieu of Layoff. Employees demoted in lieu of layoff shall be placed-if\ 
Step D in the range for the lower class or the step equal to his present step, whichever 
is lo·..ver. 

c. Demotion During Promotional Probationary Period. An employee demoted during 
a promotional probationarf period shall be placed in the previous range and step whiffi 
he held before promotion. 

2. Anniversary Date. Anniversary date of a demoted employee shall become the date 
held before the demotion. 

3. Length of Service Date. Length of seF\lice date of a demoted employee shall 
remain unchanged. 
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1. Probationary Period. 
a. '.'Jhen employees are demoted to a position in a classification where they 

previously had regular status, no probationary period shall be served. Employees who 
are demoted for disciplinary reasons shall serve a probationary period but shall not 
receive a probationary pay increase. 

b. V','hen employees are demoted to a position in a classification where they did not 
previously hold regular status, the department head shall decide whether a 
probationary period will be served, ,vithout a probationary increase, subject to approval 
of the city manager. The employee shall be notified of the decision, in writing, before 
the demotion is accomplished. 

S. Demotion into Different Class Series. An employee demoted under (Section 
3.21.070) into a lower level position where duties are significantly different shall be 
paid at the step in the range of the lower classification of positions that best reflects tf\€ 
earned step based on creditable city service, or at such other step as approved in 
advance by the city manager. His anniversary date and his length of service date shall 
remain unchanged. ','\'hen the department head determines that a new probationary 
period is required, and if approved by the city manager, the employee may be awarded 
a-wobationary increase if earned. \t','hen a new probationary period is not required, 
none shall be served, no probationary increase shall be awarded. In both cases length 
of ser,ice date remains unchanged. 

3.48.858 Ad..,ancements within a pay range. 
A. On Completion of Probation. Upon satisfactory completion of the probatiGflafY 

period after initial appointment, the entrance salary of the employee may be advanced 
one increment to the next higher step in the salary range for the class to which his 
position is allocated. The probationary period may be extended and probationary 
increase withheld with prior approval of the city manager in accordance ·,vith Chapter 
3.28. Exceptions are: 

1. Where these rules specify elsewhere that no probationary increase shall result, 
even though a probationary period must be served; 

2. Where employees are promoted, appointed or reappointed at the mal<imum step; 
3. 'J','hen employees arc part time, they shall be paid at the hourly rate in the step 

assigned for the actual number of hours ·,vorkcd in each period. Appointment shall be in 
probationary status, and a probationary pay increase shall be av,·arded, if earned, when 
an employee has completed Sil< months of continuous service. A step increase shall be 
awarded if earned, after one year of continuous service. Part time employees shall be 
entitled to all fringe benefits, including heath plan, insurance, and retirement as 
specified in the plan documents. 

8. After Completion of Probation. 
1. Annual Step Increase. 
a. Employees shall have their performance reviewed annually, and their salaries may 

ae advanced to the neJEt higher rates •,vithin the range as recommended by the 
department head and approved by the city manager, based upon their performance. A 
step increase must be earned and is not granted automatically. Such advancement may 
ae made annually until the employee has reached the mal<imum rate of the salary 
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range for his position. Dates for such review and advancements shall be the employee's 
anniversary date (see definition) and annually thereafter as adjusted by the numbcr--Bf 
calendar days that total leave without pay exceeds ten during the calendar year. 

b. Step increases shall be based upon objective evaluation of an employee's work 
13erformance, recorded on a performance evaluation report. VVhen the overall report 
shows an average or higher rating, and when it is shmvn that the employee has 
demonstrated satisfactory performance of a progressively greater value to the city,a 
step increase may be approved. 'Nhen the department head determines that an 
employee has not demonstrated at least average performance of a progressively 
greater value to the city during his past anniversary year, he may defer the step 
iflcrease for a stipulated time during ·.vhich certain specific improvements must be 
made, or deny the increase. Notice of such deferral and reasons shall be given to the 
employee in writing on the performance evaluation report. The deferred step increase 
may be approved at any time during the deferral period that the department head 
determines that the employee has demonstrated satisfactory improvement. The 
anniversary date shall not be changed because of step increase deferral. 

3.48.060 Employee incentive committee. 

A. Purpose. 
1. Department heads may recommend employees for a special award at any time in 

recognition of (a) outstanding service; (b) special acts or accomplishments; or (c) 
achievements in additional education or speciali2ed training which enable the ind+vifl.ual 
to perform his assignment more effectively and upon which the city benefits. The 
granting of an award under this rule shall have no effect on the normal anniversary 
date. An employee shall be eligible to •,vin this award one time per year. 

2. Request for awards shall be made in writing by the department head through the 
13ersonnel office to an eight member employee incentive committee for revievv and 
recommendation to the city manager detailing the reasons for the request on a form 
prescribed by the committee. Employees shall not be eligible for such awards whtle 
ser,ing a probationary perio0;-

3. The employee incentive committee shall be an eight member committee 
appointed by the city manager on a yearly basis. All departments within the city should 
have representation on the committee. 

B. Standards for Special Recognition Awards. 
1. Outstanding Seriice. In the case of outstanding ser,ice, the request will state 

ho'N the candidate's work performance exceeds the normal requirements of his position 
or how his service is superior in comparison with that of others in the same range and 
type of work and will establish that the outstanding service has been consistently 
performed for at least three months prior to the date of recommendation. The 
recommendation must shov,· that the individual's service is outstanding in two or more 
of the basic tasks outlined in his position description or in assigned tasks. 

2. Cost Savings Award. In the case of acts or accomplishments, the request will 
describe in detail the employee's efforts in planning, scheduling, or materially changing 
in some way, city operations so as to make city operations more efficient. 
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3. Special Acts or Accomplishments. In the case of special acts or accomplishments, 
the request will describe the meritorious personal efforts (including acts of heroism) 
directly or indirectly relating to the candidate's employment, 'Nhich contribute to 
efficiency, economy or other improvement in city operations, or which are otherwise in 
the public interest or reflect favorably upon the city government. 

1. Education or Specialized Training. 
a. In the case of achievement in additional education or specialized training, the 

recommendation will describe the achievement and identify the training organization, 
give the dates and length of course and subjects covered, and 'Nill be accompanied by 
a copy of the certificate, diploma or license received and specific examples of the 
improvement in performance of 'Nork assignments. 

b. To qualify for merit award consideration the education and training being 
FCCOgnized must have been completed after the candidate joined the city. The 
achievement (degree, license, certificate, etc.) must not have been a mandatory 
prerequisite for the candidate's employment in his present position. The achievement or 
training must be demonstratively of value to the city beyond the qualifications for the 
employee's current position. 

C. Amount of Award. A special recognition award shall not be a monetary award but 
shall be given in time off with pay. The award shall not exceed five working days for 
the employee, with the precise amount to be awarded in any particular case to be 
determined by the employee incentive committee and approved by the city manager. 
Such leave time will not effect the annual leave or sick leave balance for the employee. 

3.48.070 LeAgth of service. 

A. "Length of service" means the number of days of all service rendered by an 
individual during employment with the city, regardless of the position(s) occupied-as 
measured in accordance with this section. 

B. The length of service for a person who is a city' employee and 'Nho has remaineE! 
continuously employed by the city shall be measured from the date of that employee's 
initial appointment to city employment for leave accrual rate and service av,·ards, 
excluding: 

1. All leave 'v'>'ithout pay in excess of ten days during each calendar year; 
2. Every day betv'>·een the employee's separation date(s) and re employment date(s) 

with the city; 
3. Time spent by the employee in a temporary position unless that employee moved 

directly from such temporary position to a regular position without a break in service. 

3.48.080 Special types of appoiAtmeAts. 

A. Substitute Appointments. Substitute employees shall serv'e a probationary period;. 
They are eligible for all increases, the same as regular employees and are entitled to all 
fringe benefits. 

B. Temporary Appointments. Employees serving in temporary positions shall not be 
entitled to fringe benefits. 

C. Acting Appointments. An acting appointment shall be paid either at Step A or that 
step in the range of the higher class which provides a step increase above the current 
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step, provided the employee is able to carry on the duties of the position. Employees 
·,vho are eligible fur overtime in their regular position shall also be eligible fur overtime 
in an acting appointment. ~Jo employee shall be-permanently appointed to the acting 
employee's vacated position. 

3.48.999 O·;ertime. 

A. Policy. It is recognized that overtime duty is an occasional necessity and should 
be worked if assigned. Department heads are resp0fl5fule fur seeing that no abuse of 
overtime occurs. All overtime 'Nork must have the prior approval of the department 
head ei(cept in emergencies that preclude such prior approval. The department head 
shall revie'N the record and certify overtime approved for payment. 

B. Pay Rates fur Overtime. 
1. Regular Overtime. Employees shall be paid at one and one half times their regular 

rate of pay fur all hours actually 'Norkcd in excess of forty hours in one week. 
Employees shall also receive regular overtime pay if their normal shift has been 
completed, and they arc "called out" to perform additlenal- work. This "call out pay" 
shall have a two hour minimum. For employees of the fire and police departments, 
which have chosen the Fair Labor Standards Act 213(b)(20) exemption, those 
employees shall be paid regular overtime according to the FLSA standards. Call out pay 
shall remain as specified above. 

2. Stand By Pay. In cases 'Nhere it is found necessary to have employees remain 
available for 'Nork in a "stand by" status after regularly scheduled hours, on scheduled 
days off, or holidays, they shall receive two hours' pay at the straight time rate for each 
day of such duty. V','hcn such an employee is called out fur work, the stand by pay shall 
ee credited to·,.,·ard the minimum call out payment. 

3.48.199 Shift differential. 

A. All employees, except Kelly Shift employees of the fire department, ·,vhile assigned 
to a shift which begins between two p.m. and eight p.m. shall be paid an additional 
amount which equals to 2.5% above their regular rate for all hours worked. 

B. All employees, ci(cept Kelly Shift employees of the fire department, while assigned 
to a shift which begins between eight p.m. and four a.m. shall be paid an additionat 
amount which equals five percent above their regular rate for all hours worked; 

C. Shift differential shall only be paid fur those regular shift hours and not any 
additional hours worked outside the shift; i.e. overtime and call outs. 

D. Department heads and supervisors are responsible fur providing the payroll office 
with the information needed to correctly process the time cards. 

3.48.119 Effective date of changes in payroll actions. 

A. Nothing in this section shall prohibit retroactive pay approved by the city council 
or required because of administrative oversight or error as determined by the city 
manager. 
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B. Personnel actions implementing any change in status or pay shall be effective 
upon approval of the city manager provided such changes are received by the payroll 
office at least ten working days prior to the effective date. 

3.48.129 Total FCR'll:IACFatien. 
The pay rate determined for a position under this chapter shall represent the total 

remuneration for the employee, not including reimbursement for expenses approved by 
the department head. El<cept as provided in this chapter, an employee shall not receive 
any form of compensation from the city. An employee shall not receive remuneration 
from any person other than the city for performance of his ordinary duties or any other 
additional duties which may be imposed upon him or which he may undertalEC or 
volunteer to perform as an employee.) 
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Sections: 

Chapter 3.52 

HOURS OF WORK 

3.52.010 HRegular hours of work. 
3.52.828 Shifts. 
3.52.838 Temporary schedules. 
3.52.848 Lunch period. 
3.52.858 Changes of permanent schedules. 

3.52.010 HRegular hours of work. 
Employees not within the collective bargaining unit positions who are exempt 

from the FLSA are expected to work during the whole of the work day that their 
department is regularly open for business, and they are expected to work as many 
hours as is necessary to perform their jobs.Regular working hours of general schedu-lef! 
city employees shall consist of a five day ·.veek, eight hours a day, forty hours a week. 
The standard work \Neek shall consist of the period from midnight Sunday to the 
following midnight Sunday. The standard work day shall consist of the period midnight 
to midnight. 

3.52.828 Shifts. 
The follmving three types of regular shifts are authorized: 
A. Established Shift. A regular shift (examples, eight a.m. to five p.m., seven thirty 

a.m. to four thirty p.m., seven a.m. to five p.m.) that applies to all employees of a 
department, division, section of work unit. 

B. Flex Time. A designated period (e.g., seven a.m. to six p.m.) during ·.vhich 
employees may select eight hour pCfiods, with the approval of their department head. 

C. Kelly Shift. A rotating, hventy four hour, three shift cycle used by the fire 
department in providing round the clock coverage. 

3.52.838 Tem13orar',' schedules. 
Temporary shifting of employees' ·.vorking hours to meet routine needs may be 

implemented as necessary if approved by the department head. Changes of shifts 
which envision changes of thirty minutes or less at starting time may be approved by 
the department head for periods less than one •,veek. Changes for more than one week 
must provide at least one week's advance notice to employees except in emergency 
situations, or when the employees waive the need for notice. 

3.52.848 Lunch period. 
Department heads may authorize either one hour or one half hour unpaid lunch 

13eriods to meet operational staffing requirements. Such periods-will normally be taken 
at midshift. 
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3.52.050 Changes of permanent scheeh,iles. 
All changes of permanent working schedules shall provide those employees affected, 

at least one week's notice of the change, or time permitting, two week's notice eiccept 
in emergency situations or when the employees waive the need for notice. 
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Sections: 

Chapter 3.56 

HOLIDAYS 

3.56.010 Recognized holidays with pay. 
3.56.020 Holiday falling on a Saturday or Sunday. 
3.56.030 Computation of holiday pay. 
3.56.949 Forfeitl:1Fe of holiday pay. 
3.56.0150 Pay for regular full-time employees who work on a holiday. 
3.56.969 Holidays for Kelly Shift employees. 

3.56.010 Recognized holidays with pay. 
The following days will be recognized as holidays with pay for all employees in 

regular full- time and regular part-time positions. Fire fighters' pay in lieu of holid;:iys 
shall be as stated bclew: 

New Year's Day and New Year's Eve (half day) 
Washington's Birthday (third Monday in February) 
Memorial Day (last Monday in May) 
Independence Day 
Labor Day 
Alaska Day 
Veteran's Day 
Thanksgiving Day 
Day After Thanksgiving Day 
Chief Eddie Hoffman's Day 
½ Day on Christmas Eve 
Christmas Day and Christmas Eve (half day) 
Employee's Birthday 
Personal leave Day 

Employees may choose to take their birthday leave at anytime during the calendar 
year, except on another recognized city holiday, with prior approval of the city 
managerdepartment head. 

3.56.020 Holiday falling on a Saturday or Sunday. 
When a recognized holiday falls on a Saturday, the preceding Friday shall be 

recognized as the holiday with respect to overtime computation. When a recognized 
holiday falls on a Sunday, the Monday following shall be recognized as the holiday. 
When a regular full time employee's regularly scheduled time off falls on a recognized 
holiday, the department head shall allow, if scheduling permits, that employee to take 
another day off during the ·,veek in lieu of the holiday. If the employee is unable to take 
the time off he shall be compensated ·,vith eight hours of regular pay in addition to 
holiday pay. 
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3.56.030 Computation of holiday pay. 
A. Regular Full-Time Employees. Regular full-time employees who are not within the 

bargaining unit and who are not exempt from FLSA shall receive their regular straight 
time rate of pay for recognized holidays. Employees who are exempt from FLSA shall 
receive their regular salary in a workweek in which they perform services for the city, 
regardless of whether or not a holiday occurs during such week. 

B. Regular Part-Time Employees. Regular part-time employees who are not within 
the bargaining unit and who are not exempt from FLSA shall receive pay for recognized 
holidays which occur in their standard work period measured by the applicable straight 
time hourly rate multiplied by the average number of hours worked by the employee 
during the prior four weeks. Employees who are exempt from FLSA shall receive their 
regular salary in a workweek in which they perform services for the city, regardless of 
whether or not a holiday occurs during such week. 

C. Holiday During Annual or Sick Leave. A recognized holiday occurring during an 
employee's annual or sick leave shall not be counted as a day of annual or sick leave. 

3.56.848 Forfeit1ue of koliday pay. 
Employees shall forfeit their right to payment for any holiday if they arc on leave 

'Nithout pay for the entire shift on the last regular work day preceding such holiday or 
on the next regular work day following such holiday. 

3.56.0p.i0 Pay for regular full-time employees who work on a holiday. 
Regular full-time employees who are not exempt from FLSA and who are required to 

work a full shilt because of an emergency or performance of essential public services 
shall be entitled to eight hours pay in addition to their normal holiday pay,-. Employees 
who are exempt from FLSA shall be paid their regular salary in a workweek in which 
they perform services for the city, regardless of whether or not a holiday occurs during 
such week and regardless of whether or not they perform services on such holiday. A 
regular full time employee ·.vho is "called out" to work part of a shift on a recognized 
holiday shall be paid as per the call out pay provision (Section 3.18.090(8)(1)). 

3.56.868 Holidays for Kelly Skift employees. 
A. "Kelly Shift employees" are those employees who are assigned to work a regularly 

scheduled shift of twenty four hours per day at the fire department, calculated in the 
manner described in fire department shift procedures. 

B. Holidays shall be compensated in the following manner. An employee shall be 
paid the following pay period for those holidays preceding. Holiday pay shall be equal 
to the employee's Kelly Shift straight time rate of compensation multiplied by the 
number of holiday hours prior. Each full day holiday is twenty four hours; each halkl-ay 
holiday is twelve hours; birthday and personal days are l?vventy four hours. 

C. In the event the city declares any additional holiday other than those listed above, 
firefighter employees shall be eligible for such additional holidays as described in 
subsection B, abO'o'e7 
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1. If an employee is on leave of absence 'tNithout pay on the last regular work day 
preceding or the next regular 'Nork day following a holiday, such employee shall forfeit 
his right to payment for that holiday. 

2. Payment for forty hour employees who work on a scheduled holiday shall bc-ift 
accordance with Section 3.56.050. 
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Sections: 
3.60.010 Policy. 

Chapter 3.60 

LEAVE 

3.60.020 Annual leave accrual. 
3.60.030 Annual leave cash-in and donation. 
3.60.040 Regular use of annual leave. 
3.60.050 Sick leave. 
3.60.060 Injury leave. 
3.60.070 Court leave. 
3.60.080 Uniformed serviccMilitary training leave. 
3.60.090 Funeral leave. 
3.60.100 Emergency leave. 
3.60.110 Leave without pay. 
3.60.120 Unauthorized absences. 
3.60.130 Family/MedicalMaternity,'paternity leave. 

3.60.010 Policy. 
Annual leave, sick leave, and other additional leaves as-are provided to city 

employees in accordance with this Chapter and applicable law. 5pecified are provided 
to the city employees. Employees in regular full time positions and regular part time 
positions shall be entitled to leave accrual benefits. Temporary and seasonal employees 
shall not accrue leave. All leave shall be earned and used on an hour for hour basis. 
Employees shall not accrue leave while serving a probationary period except as 
provided in Section 3.28.030B. 

3.60.020 Annual leave accrual. 

A. Rate. 
1. Regular, full-time employees shall accrue annual leave at the following rates: 

12 hours per month = 0 thru 2 years service 
14 hours per month = 2 years + 1 day thru 5 years service 
16 hours per month 5 years + 1 day thru 10 years service 
18 hours per month = 10 years + 1 day thru 15 years of service 
20 hours per month = 15 years + 1 day thru 20 years service 
22 hours per month = 20 + years of service 

2. Regular, part-time employees shall accrue annual lease at the following rates: 

6 hours per month = 0 thru 2 years service 
8 hours per month = 2 years + 1 day thru 5 years service 
10 hours per month = 5 years + 1 day thru 10 years service 
12 hours per month = 10 years + 1 day thru 15 years service 
14 hours per month = 15 years + 1 day thru 20 years service 
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16 hours per month = 20+ years service 

3. l<elly Shift emplO'i'ees of the fire department shall accrue leave at the followfft§ 
fates;-

18 hours per month - 0 thru 2 years service 
20 hours per month 2 years 1 1 day thru 5 years service 
22 hours per month 5 years 1 1 day thru 10 years service 
25 hours per month 10 years 1 1 day thru 15 years service 
28 hours per month 15 years 1 1 day thru 20 years service 
32 hours per month 20 1 years service 

B. Annual Leave Accrual. Leave accrues during the period of time an employee is on 
paid leave. Such additional accrual shall be canceled if the employee fails to resume 
duty on completion of--frl5- his/her authorized leave. Leave does not accrue during 
periods of injury leave or leave without pay. 

C. Annual Leave Accrual Limits. Accrued and unused leave may be carried over from 
one year to the next for the purpose of accumulating an annual leave account or 
reserve; however, on December thirty-first of any year an employee may not have 
more than four hundred hours' leave to---fl-is- his/her credit (five hundred seventy six 
hours in the case of l<elly Shift employees of the fire department). 

D. Annual Cash Out Upon Termination. Accrued and unused annual leave shall be 
paid to a terminated employee within the time periods required under state law:.vithin 
ten working days of the effective date of termination. Accrued annual leave will be paid 
upon termination only to those persons who have been continuously employed by the 
city for a minimum of six months. Employees may not be kept on leave status to "run 
out" their annual leave after termination. 

3.60.030 Annual Leave Cash-Out and Donation 

A. Emergency Cash-Out. Cash-out in lieu of accrued annual leave may be 
obtained under emergency conditions outlined in writing and approved by the City 
Manager, provided the employee retains at least 80 hours of annual leave in his or her 
annual leave account following cash payment. "Emergency" is defined as a critical 
situation over which the employee has no control. 

B. Donation of Leave. Requests for permission to donate annual leave to a 
fellow employee shall be approved only for serious medical problems, hardship or some 
truly exceptional emergency. Each employee may donate any amount of annual leave, 
up to forty (40) hours, with the prior approval of the City Manager. 

C. Advance Leave Pay. The Finance Director's office shall provide for 
advance leave pay when the request is submitted in writing two (2) weeks in advance 
of the scheduled leave period and is approved by the City Manager. 

3.60.040. Regular Use of Annual Leave 
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A. Employees shall be allowed to use any amount of accrued leave at the 
time they desire that will not be detrimental to department operations, as determined 
by the City Manager. Leave shall be used on an hour for hour basis. 

B. At least forty (40) hours of leave must be taken each year by December 
31, with the exception that this limitation shall not apply to new employees until the 
second December 31 following their date of hire. 

3.60.050 Sick Leave 

A. Sick Leave Accrual. Sick leave shall accrue at the rate of eight /8) 
hours per month of service. 

B. Sick Leave Accrual Limits. Sick leave can be accumulated up to a 
maximum of 720 hours. 

C. Use. 
1. Use of Sick Leave. An employee eligible for sick leave with pay 

may use such sick leave for absence due to illness, injury, exposure to contagious 
disease that requires quarantine, or due to illness or death in the employee's immediate 
family requiring the employee's personal attendance. Doctor, dental, and appointments 
with other licensed health care providers shall be included as cause for sick leave. An 
employee who wishes to use sick leave must inform the city manager in advance of 
taking the leave, or as soon as possible alter the employee or an immediate family 
member become ill. Failure to inform the city manager of the need to use sick leave 
may be grounds for discipline, up to and including, dismissal. Compensation for sick 
leave shall be paid when leave is used. Advance compensation for sick leave shall not 
be paid unless approved in advance by the City Manager. 

2. Licensed Health Care Provider's Certificate. When an employee's 
absence is for more then three (3) consecutive working days, he or she shall provide 
certification from the employee's or immediate family member's licensed health care 
provider indicating the reason for the absence. The city manager may require a 
licensed health care provider's certificate at any time before approving sick leave with 
pay: such certification shall be provided in advance of taking sick leave, unless the 
health care provider certifies that such advance notice was not possible. A certificate 
shall be transmitted to the Personnel Office for entry into the employee's records. 

E. Sick Leave Use Upon Termination. 
1. Employees with eleven (11) years plus one {1) day or more of 

continuous employment with the City of Bethel, shall be paid all accumulated sick leave 
up to a maximum of 720 hours at the employee's regular rate of pay when the 
employee is terminated. Sick leave shall not be paid upon termination to employees 
with eleven (11) years of less of continuous employment with the City. 

2. Employees returning to work from an unauthorized leave shall not 
be rehired. 

3.60.060. Injury Leave 
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A. Employees injured on the job are entitled to compensation and benefits in 
accordance with the Alaska Workers Compensation Act. An employee shall make a 
complete report of the injury to the Alaska Department of Labor through the Personnel 
Office. The employee shall cooperate with the Personnel Office to prepare and submit 
all forms and information related to the employee that the Personnel Office or the City's 
workers' compensation insurance carrier may request. 

B. Employees may not use annual leave while on injury leave. 
C. In the event that an employee is unable to return to work, he or she will 

be eligible for benefits provided for in the City's long term disability program, if any. 
While participating in such program, the employee shall not accrue sick and/or annual 
leave benefits. The employee may, however, participate in the City's group insurance 
programs provided he or she meets the responsibilities under the COBRA Act and the 
City's insurance program. 

3.60.070. Court Leave 

A. Employees called for jury duty shall be treated as being on approved 
leave without loss of longevity, leave or pay. Service in court when subpoenaed as a 
witness shall be treated the same as jury duty. Fees paid by the court, other than 
those for an employee's appearance at any time outside the employee's regularly 
scheduled shift, for travel, parking and subsistence allowances, shall be returned to the 
Qty,_ 

B. An employee shall provide the city manager with a copy of a notice to call 
for jury duty immediately upon receipt by the employee. When excused or released 
from jury duty for the day, the employee shall return to work immediately, allowing for 
delay for the period of time reasonably necessary to travel to and from home to change 
into work clothing. 

3.60.080. Uniformed Service Leave 

Uniformed service leave shall be granted as required by law. 

3.60.090. Funeral Leave 

Each full-time employee shall be eligible for one (1) working day of leave for 
each funeral of a member of his or her immediate family attended. Such leave shall 
not be deducted from the employee's leave account. 

3.60.100. Emergency Leave 

The City Manager may approve paid emergency leave to employees not to 
exceed forty (40) hours at any one time when critical illness or death has occurred in 
the employee's immediate family. 

3.60.110. Leave Without Pay 
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A. An employee may receive up to three months leave without pay if the City 
Manager approves it. Such leave shall only be granted after an employee has 
exhausted annual leave and any other available leave that will cover the intended 
purpose of the leave without pay. The granting of such leave is within the sole and 
exclusive discretion of the City Manager. It shall not be granted if the employee's 
absence will hamper provision of City services or operations. 

B. An employee shall request leave without pay provided for in this section in 
writing at least three (3) months before the employee's leave would commence. The 
request shall be made to the City Manager. The time frame for requesting leave 
without pay under this section may be waived by the City Manager, in his or her sole 
discretion. 

C. During the employee's leave without pay, the vacant position may be 
filled by a substitute appointment, temporary promotion, temporary re-assignment or 
temporary employee. Upon expiration of the approved leave, the employee shall be 
reinstated to the same position he or she previously filled. 

Sick leave and annual leave benefits shall not accrue during an absence of leave 
without pay provided under this section, nor will the City make any contributions during 
that period for retirement, health, dental, or life insurance benefits. However, the 
employee may elect to continue health or dental insurance during the period of leave 
without pay provided under this section if the employee deposits with the City the 
amounts necessary to cover the total cost of premiums. 

3.60.120. Unauthorized Absences 

An employee who plans to take leave shall notify the City in advance of the leave 
as provided for in this Chapter. If an employee will be absent from work for any reason 
and has not previously notified the City in accordance with the notification provisions of 
this Chapter, the employee shall notify the city manager at least ten minutes prior to 
the start of the employee's shift. Any unauthorized absence is grounds for discipline, 
up to and including dismissal. 

3.60.130. Family and/or Medical Leave of Absence 

A. Policy. The following conditions apply to instances when an employee 
requests time off for family and medical leave of absences for a limited period with job 
protection and no loss of accumulated service provided the employee returns to work. 
It is the intent of the City to grant family and medical leave consistent with both the 
Federal Family and Medical Leave Act of 1993 ("FMLA") and the provisions of AS 
23.10.500-23.10.550, whichever provides greater rights. Provided, however, that if an 
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employee qualifies under only one of the Acts, the employee shall be entitled to receive 
only the benefits of the Act under which the employee qualifies. 

B. Definition of Family and Medical Leave. A family and/or medical leave of 
absence shall be defined as an approved absence available to eligible employees for up 
to eighteen (18) weeks of unpaid leave per year under particular circumstances that are 
critical to the life of a family. Leave may be taken: upon the birth of the employee's 
child; upon the placement of a child with the employee for adoption or foster care; 
when the employee is needed to care for a child, spouse, or parent who has a serious 
health condition; or when the employee is unable to perform the functions of his or her 
position because of a serious health condition. If a parent or child of two employees 
has a serious health condition, the City is not required to grant family leave to both 
employees simultaneously. 

C. Scope of Family and Medical Leave. The provisions of this policy shall 
apply to all family and medical leaves of absence except to the extent that such leaves 
are covered under other paid employment benefits plans or policies for any part of the 
eighteen (18) weeks of leave to which the employee may be entitled under this policy. 
In other words, if an employee is entitled to paid leave under another benefit plan or 
policy, the employee must take the paid leave first. Subject to the provisions of Section 
G(1) of this Article, the City may reguire an employee to pay all or part of the costs of 
maintaining health insurance coverage during a period of unpaid leave. 

D. Eligibility for Family and Medical Leave. To be eligible for leave under AS 
23.10.500-.550, an employee must have been employed for at least 35 hours a week 
for six consecutive months or at least 17.5 hours a week for twelve consecutive months 
preceding the commencement of the leave. To be eligible for leave under FMLA, an 
employee must have been employed for 1250 hours in any twelve /12) month period. 

E. Basic Regulations and Conditions of Family and Medical Leave. 
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1. The City will require medical certification to support a claim for 

leave for an employee's own serious health condition or to care for a seriously ill child, 

spouse or parent. For the employee's own medical leave, the certification must include 

a statement that the employee is unable to perform the functions of his or her position. 

For leave to care for a seriously ill child, spouse or parent, the certification must include 

an estimate of the amount of time the employee is needed to provide care. In its 

discretion, the City may require a second medical opinion and periodic recertifications 

at its own expense. If the first and second opinions differ, the City, at its own expense, 

may require the binding opinion of a third health care provider, approved jointly by the 

City and the employee. 
2. If medically necessary for a serious health condition of the 

employee or his or her spouse, child or parent, leave may be taken on an intermittent 

or reduced leave schedule. If leave is requested on this basis, however, the City may 

require the employee to transfer temporarily to an alternative position which better 

accommodates recurring periods of absence or a part-time schedule, provided that the 

position has equivalent pay and benefits. 
3. Spouses who are both employed by the City are entitled to a total 

of eighteen (18) weeks of leave (rather than eighteen (18) weeks each) for the birth or 

adoption of a child or for the care of a sick parent. 
F. Notification and Reporting Requirements for Family and Medical Leave. 

When the need for leave is foreseeable, such as the birth or adoption of a child or 

planned medical treatment, the employee must provide reasonable prior notice and 

make efforts to schedule leave so as not to disrupt City operations. In cases of illness, 

the employee will be required to report periodically on his or her leave status and 

intention to return to work. 
G. Status of Employee Benefits During Family and Medical Leave of Absence. 

1. During the first twelve (12) weeks of family leave, the City must 

maintain the employee's coverage under any group health plan on the same conditions 

and at the same level as coverage would have been provided if the employee had been 

continuously employed during the entire leave Period. However, the City may require 

an employee to pay all or part of the costs of maintaining health insurance coverage 

during any additional periods of unpaid leave. If an employee fails to return to work 

after family leave entitlement has been exhausted, or expires, the City may recover 

allowable premiums from the employee unless the reason he/she is not returning is 

because: 
a. of medical conditions which entitle the employee to family 

leave; 
b. other circumstances beyond the employees control as 

identified in 29 CFR 825.213. 
2. Any employee who is granted an approved leave of absence under 

this policy is advised to provide for the retention of his or her group insurance 

coverages by arranging to pay the premium contributions during the period of unpaid 

absence. 
3. In the event that an employee elects not to return to work upon 

completion of an approved unpaid leave of absence, the City may recover from the 
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employee the cost of any payments made to maintain the employee's coverage, unless 
the failure to return to work was for reasons beyond the employee's control. Benefit 
entitlements based upon length of service will be calculated as of the last paid work day 
prior to the start of the unpaid leave of absence. 

H. Procedures of Requesting Family and Medical Leave. 
1. Completion of Request for Family and Medical Leave of Absence 

Form: A request for Family and Medical Leave of Absence form must be originated in 
duplicate by the employee. This form should be completed in detail, signed by the 
employee, submitted to the personnel office for proper approvals, and forwarded to the 
City Manager. If possible, the form should be submitted thirty (30) days in advance of 
the effective date of the leave. 

2. All requests for family and medical leaves of absence due to illness 
will include the following information attached to a completed Request for Family and 
Medical Leave of Absence: sufficient medical certification stating (a) the date on which 
the serious health condition commenced; (b) the probable duration of the condition; 
and (c) the appropriate medical facts within the knowledge of the health care provider 
regarding the condition. In addition, for purposes of leave to care for a child, spouse, 
or parent, the certificate should give an estimate of the amount of time that the 
employee is needed to provide such care. For purposes of leave for an employee's 
illness, the certificate must state that the employee is unable to perform the functions 
of his or her position. In the case of certification for intermittent leave or leave on a 
reduced leave schedule for planned medical treatment, the dates on which such 
treatment is expected to be given and the duration of such treatment must be stated. 

I. Employee Status After Leave. An eligible employee who takes family 
leave for the intended purpose of family leave, shall be entitled on return from such 
leave: 

1. to be restored to the position of employment held by the employee 
when the leave commenced; or 

2. to be restored to an equivalent position with equivalent 
employment benefits, pay and other conditions of employment. 

J. Intermittent Leave or a Reduced Work Schedule. An employee may take 
family medical leave or medical leave intermittently if necessary. When the need for 
intermittent leave is foreseeable, the employee must give notice to the City thirty (30) 
days in advance of the time the leave is to begin. If the employee cannot give thirty 
(30) days notice, he/she must given notice as soon as practicable. When an employee 
takes intermittent leave for family or medical leave purposes, the City may require the 
employee to show that the intermittent leave was medically necessary. The employee 
can be required to produce a health care provider certification showing that the 
intermittent absences are a part of, or may result from, the treatment the employee is 
receiving for a serious health condition. The City has the right to require the employee 
to recertify the medical necessity of the leave, which ordinarily will not be required 
more frequently than every thirty (30) days. However, if the City receives information 
that casts doubt on the validity of the certification, the City may require recertification 
on a more frequent basis. If the City for some reason suspects that the employee's 
doctor has misdiagnosed the condition or is fraudulently certifying the need for leave, 
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the City has the right to have a doctor of its choosing examine the employee. The City 

will pay for the second examination and it will not be performed by a doctor who is 

employed on a regular basis. 
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by the City. The City will not contact the employee's doctor to verify the legitimacy of 
the certification. If the opinion of the doctor selected by the City differs from that of 
the employee's doctor, the City may require a third examination, at its expense. to be 
performed by a doctor designated or approved jointly by the City and the employee. 
The City may transfer an employee who must take intermittent leave to a position that 
better accommodates intermittent absences. The position must provide the employee 
with equivalent pay an benefits, but the position need not have equivalent duties. 

3.69.939 Annual leave cash in and donation. 
A. Emergency Cash In. Cash in lieu of accrued annual leave may be obtained under 

emergency conditions outlined in writing and approved by the city manager, provided 
\:he employee retains at least eighty hours (one hundred twelve hours in the case of 
shift employees of the fire department) of annual leave in his annual leave account 
following cash payment. "Emergency" is defined as critical situation over which the 
employee has no cofltroh 

B. Donation of Leave. Requests for permission to donate annual leave to a fellov,· 
employee shall be approved only in the most serious cases such as probable early 
death, lingering or incurable illness, or some truly C)(Ceptional emergency as might 
result from a disaster such as loss of a house and all belongings due to fire. Each 
employee may donate any amount of annual leave, up to forty hours, with the prior 
approval of the city manager. 

C. Advance Leave Pay. The finance director's office shall provide for advance leave 
pay when the request is submitted in writing two weeks in advance of the scheduled 
leave period and is approved by the department head.) 

3.69.949 Regular use of annual lea'le. 
A. Employees shall be allo•,vcd to use any amount of accrued leave at the time they 

desire that will not be detrimental to department operations, as determined by the 
department head. Leave shall be used on an hour for hour basis. Department heads 
shall establish a vacation leave schedule in January and shall give consideration to 
length of city service in determining such schedules. 

B. At least forty hours of leave (fifty six hours in the case of Kelly Shift employees of 
the fire department) must be taken each year by December thirty first, with the 
exception that this limitation shall not apply to new employees until the second 
December thirty first follo·,ving their date of hire. It is the responsibility of the 
department head to ensure that ·,vork is conducted and leaves scheduled so that 
employees shall have the opportunity to use their leave at a time that most nearly 
meets their desires. 
3.69.959 Side lea'le. 

A. Purpose. Accumulation of sick leave is allowed primarily for the purpose-ef 
providing an employee 'Nith an economic cushion to be used in the event of a major 
illness or lengthy absence for some medical reasDfr. 
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B. Sick Leave Accumulation. Sick leave shall accrue at the rate of eight hours per 
month of service (twenty four hours per month for Kelly Shift employees of the fire 
department). 

C. Sick Leave Accrual Limits. Sick leave can be-uccumulated up to a maximum of 
seven hundred twenty hours (nine hundred seventy nine hours for Kelly Shift 
employees of the fire department). 

D. Use. 
1. Use of Sick Leave. An employee eligible for sick leave with pay may use such sick 

leave for absence due to illness, injury, exposure to contagious disease that requires 
quarantine, or due to illness or death in the employee's immediate family requiring the 
employee's personal attendance. Doctor or dental appointments shall be included as 
cause for sick leave. An employee who is absent shall inform his immediate supervisor 
of the fact and reason therefore as soon as possible, and failure to do so within 3 

reasonable time may be cause for disciplinary action. Compensation for sick leave shall 
be paid ·,-,·hen leave is used. Advance compensation for sick leave shall not be paid 
unless approved in advance by the city manager. 

2. Doctor's Certificate. \/Vhen an employee's absence is for more than three 
consecutive working days, he shall be required to provide certification from his 
physician indicating the reason for the absence. The department head may require a 
doctor's certificate at any time before approving sick leave with pay; such certificate 
shall be transmitted to the personnel office for entry into the employee's records. 

E. Sick Leave Use Upon Termination. 
1. Employees hired prior to July 1, 1992, after five years or more of employment 

with the city, shall be paid all accumulated sick leave up to the maximum of seven 
hundred tvventy hours (nine hundred seventy nine hours for Kelly Shift employees of 
the fire department) at the employee's regular rate of pay when the employee is 
terminated. 

2. Sick leave shall not be paid upon termination, to employees hired or rehired after 
June 30, 1992. Employees returning to work from an authorized leave shall not be 
considered as rehired. 

3.60.060 Injury leave. 
A. Employees injured on the job are entitled to the ·.veeldy compensation benefits 

provided by the VVorkers Compensation Act. Employees shall receive their full salary for 
a period of seven calendar days from the date of injury. Any workers' compensation 
payments received by the employee for said period shall be assigned to the city. After 
seven days the injured employee will receive the allowed salary from the Workers 
Compensation program. Medical payments and injury awards shall be the property of 
the employee. All benefits received by an employee v,·hile on injury leave shall continue 
in force until a determination is made as to whether an employee will be able to return 
to his normal work schedule. 

B. The city shall require bi monthly medical reports during the injury leave. In the 
event the physician permits the employee to return to work in a limited status, the 
employee shall be compensated as allowed by the Workers Compensation program. 
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C. The city's responsibilities under this section shall terminate upon the occurrence 
of any of the follo'Ning: 

1. As of the date on which the employee is declared by a physician to be 
permanently disabled or on which a retirement plan commences to make disability or 
retirement payments to the employee; 

2. As of the date on ·..vhich the employee returns to ·..vork with an unrestricted 
medical release or on which he first engages in any occupation for wage or profit; or 

3. At the end of one year following the date of the original injury. 
D. An employee shall be eligible for injury leave only upon satisfaction of the 

following conditions: 
1. The employee shall make a complete report of the injury to the Alaska 

8epartment of Labor through his department head. 
2. The employee shall cooperate with the personnel office to prepare and submit all 

forms and information related to the employee that the personnel office may request; 
3. The employee shall cooperate fully with the city's workers compensation 

insurance carrier so long as the employee's worker's compensation claim has not been 
contested; and 

1. The employee does not use annual leave at anytime. 
E. In the event that an employee is unable to return to ·..vork, he will be eligible for 

benefits provided for in the city's long term disability program, or the 'Norkers 
Compensation Long Term Disability program if any. While participating in such 
f,FOgram, the employee shall not accrue sick and/or annual leave benefits. The 
employee may, hov,·ever, participate in the city's group insurance programs provided he 
meets the responsibilities under the COBRA Act and the city's insurance program. 

3.60.070 Court lea•,c. 
A. Employees called for jury duty shall be treated as being on approved leave 

without loss of longevity, leave or pay. Service in court when subpoenaed as a witness 
shall be treated the same as jury duty. Fees paid by the court, other than those for an 
employee's appearance at anytime outside the employee's regularly scheduled shift, for 
travel, parking and subsistence allmNances, shall be returned to the city. 

B. An employee shall provide his department head with a copy of a notice of call for 
jury duty immediately upon receipt by the employee. \','hen excused or released from 
jurt duty for the day, the employee shall return to work immediately, allowing for delay 
for the period of time reasonably necessary to travel to and from home to change into 
work clothing. 

3.60.080 Military training lca•,c. 
Any regular employee who is a member of the national guard or organized military 

reserves of the United States and who is ordered to attend any pCfiod of military 
training shall accrue and be allrnNed up to one hundred twenty hours (one hundred 
seventy three hours for Kelly Shift employees of the fire department) leave pcf 
calendar year for such purpose. VVhile on military leave employees shall not receive 
their regular pay but shall be paid the difference betv,·een their military pay and their 
regular city pay. The intent is that an employee on military training leave shall not 
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suffer any loss of wages. Military training leave shall not be deducted from annual lecwe 

accrued. Employees who have supplementary time during transit 'Nhen orders require 

them to be at an appointed place and time, may commence transit so as to have at 

their appointed place of duty in a timely manner as ordered and subsequent return. 

Employees ordered to attend additional periods of military training may take annual 

leave or leave without pay for such training. 

3.60.090 Funeral lea·.•e. 

Each regular, full time employee shall be eligible for one vvorking day of leave for 

each funeral of a member of his immediate family attended. Such leave shall not be 

deducted from the employee's leave account. 

3.60.100 Emergenc'( lea ... e. 

A department head may grant paid emergency leave to full time, regular employees 

not to eiKeed forty hours (seventy tv,·o hours for Kelly Shift members of the fire 

department) at any one time when critical illness or death has occurred in the 

employee's immediate family. 

3.60.110 Lea,.·e without pa'(. 

A. Family and Medical Leave. Employees shall be entitled to receive unpaid family 

and medical leave as allowed by applicable state law or federal law and regulations. In 

the case of any conflict betv.·een state law and federal law, the city shall follow--tflc 

requirement of state lav,. 
B. Other Leave 'Nithout Pa'/. Department heads, with the approval of the city 

manager and the personnel officer, may grant leave without pay to any regular 

emplo1•ee for a period not to exceed one year (including all periods of unpaid family 

and medical leave). Such leave shall only be considered when the employee submits a 

written request setting forth the reasons for the proposed absence. Such reasons may 

include, but will not be limited to the followi-n§-; 

1. Educational Leave ',">'ithout Pay. Available if such education wt!-1- benefit the city. 

Employee must have used all annual leave. 

2. Personal Leave without Pay. Available for no more than three months at a time. 

Employee must have used all annual leave and must have stated an important reason 

to support his leave application. 
C. Return to 'Nork. An employee's return to work following family and medical leave 

without pay will be governed by the requirements of applicable state and federal law. 

An employee's return to vmrk follov-.-ing other leave 'Nithout pay 'Nill be as follows: 

1. If the leave without pay was for three months or less, the employee shall be 

reinstated to the same position previously filled. 

2. If the leave without pay was for more than three months the employee may be 

reinstated either to the same position vacated or to any vacant position in the same 

classification for which the employee is qualified, hov.-ever, if there is no position 

available the employee will be placed on layoff status, or offered a position in a lower 

classification at the sole discretion of the city. 
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D. Benefits during Leave VVithout Pay. 
1. Family and Medical Leave. Benefits shall be provided to employees entitled to 

family and medical leave to the extent required by applicable state or federal law. In 
the case of any conflict betvv·een state law and federal lmv, the city shall follow the 
requirements of state law. 

2. Other Leave VVithout Pay. Sick leave and annual leave benefits shall not accrue 
during an absence of leave without pay. Nor will the city make any contributions during 
that period for retirement, hospitalization, or life insurance benefits. However, the 
employee may participate in group insurance programs during the period of extended 
leave without pay provided the city employee deposits with the city the amounts 
necessary to cover the total costs of premiums, and otherwise complies with any 
conditions for continuation of coverage. 

3.69.129 Una1:1theri2:ed absences. 
Any employee who is absent from work shall notify his department head as soGA-o5 

possible. Unauthorized or unreported absences shall be reported as absence without 
pay and may be cause for disciplinary action which may include an involuntary 
termination. 

3.69.139 Maternity/paternit'( lea'le. 
An employee shall be entitled to maternity or paternity leave to the extent required 

and under the conditions imposed by applicable state or federal lav,·. In the case of any 
conflict between state lav,· and federal law, the city shall follmN the requirements of 
state la'N. 
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Sections: 
3.64.010 Benefits. 

Chapter 3.64 

SPECIAL PROVISIONS 

3.64.828 Educational and training assistance. 
3.64.838 Mo,..ing e>epenses. 
3.64.oi4o Outside employment. 
3.64.8S8 Certification of emplo'{ment. 
3.64.0~60 Unlawful acts prohibited. 
3.64.0470 Gifts and gratuities. 
3.64.0~80 Employment of relatives. 
3.64.0.§90 Political activity. 
3.64.0701QQ Safety program. 
3.64.080149 Drug testing. 

Section 3.64.010. Benefits 

A. Insurance Benefits 
The City will Provide full-time employees who are normally scheduled to work 

thirty (30) or more hours a week with group medical, dental, vision, life and long term 

disability insurance benefits in accordance with the terms of the applicable plan 

documents; provided, however that employee subject to written employment 

agreements may have different benefits specified. Seasonal employees and part time 

employees shall not be eligible for health, dental, long term disability and life insurance 

benefits. 

B. Other Benefits. 
1. a. Utility Benefit. Full-time and part-time employees shall receive 

water, sewer, and garbage services from the City for a fee of $75 per month: provided, 

however that employee subject to written employment agreements may have different 

benefits specified. Water and sewer services shall be provided on the established 

delivery schedule, up to a maximum of twice a week. The maximum amount of water 

that shall be provided is 1,500 gallons per week. Seasonal employees, and employees 

who reside in multi-family dwellings with shared water and sewer tanks, shall not be 

eligible for this benefit. 
b. Suspension. All employees must complete an application to 

receive the utility benefits. It must then be approved by the City Manager. Any 

employee who fails to notify the Utility Service Department to disconnect services 

within one week alter they change residences may be denied the utility benefit in the 

future. 
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c. Deposit. Employees are not required to pay the established 
deposit for utility services. When the employee no longer works for the City, the 
employee shall not receive the benefits provided for in this section. 

2. The Employer shall continue the deferred compensation program to 
be funded entirely by Employee contributions. 

3.64.020. Out-side Employment 

A. No employee shall be employed by or engage in work for an employer 
other than the City, including but not limited to self-employment, during the employee's 
work hours. 

B. Any employee intending to do business with the City shall notify the City 
Manager in writing of the proposal to do business at the time of his or her application 
or proposal to the City. The City Manager may recommend for or against the 
application, but in no case shall the City Manager authorize an employee to do business 
with the City if doing so would constitute a conflict of interest. 

3.64.030. Un-lawful Acts Prohibited 

A. No employee shall willfully or corruptly make any false statement, 
certificate, mark, rating or report in regard to any test, certification, or appointment 
held or made, or in any manner commit or attempt to commit any fraud with respect to 
reports, paperwork, or other duties that are required of the employee under this Title, 
City rules, policies or procedures, or federal, state, or local laws. 

B. No person seeking appointment to, or promotion in, the city service shall 
either directly or indirectly give, promise, render or pay any money, service or other 
valuable thing to any person for, or on account of, or in connection with his or her test, 
appointment, proposed appointment, promotion or proposed promotion. 

C. No employee of the City, examiner or other person shall defeat, deceive 
or obstruct any person in his or her right to examinations, eligibility certification or 
appointment under these rules, or furnish to any person any special or secret 
information for the purpose of affecting the rights or prospects of any person with 
respect to employment in the city service. 

D. Discrimination against any person in recruitment, examination, 
appointment, training, promotion, retention, discipline or any other aspects of 
personnel administration because of political or religious opinions or affiliations or 
because of race, color, creed, sex, religion, national origin or ancestry, age and 
disability except where physical requirements constitute a bona fide occupational 
qualification necessary to proper and efficient administration, is prohibited. 

3.64.040. Gifts and Gratuities 
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It is the responsibility of each city employee to remain free from indebtedness or 

favors which could tend to create a conflict of interest on the part of such employee. If 

an employee is tendered or offered a gift or gratuity under circumstances which could 

reasonably be construed to create the appearance of a conflict of interest, the 

employee shall immediately report such offer to the City Manager. Any employee who 

knowingly accepts any gift or gratuity without the prior approval of the City Manager in 

violation of this section may be subject to discipline. 

3.64.050. Employment of Relatives 

No person may be employed in a position in any department who is a relative of 

the City Manager, the Department Head, or a member of the city council. No person 

may be employed in a position supervised by a relative. No person may be employed 

in a position in any department who is a relative of another employee in the 

department, without the written, advance approval of the City Manager. 

The City Manager may, at any time, re-evaluate the effect of having relatives 

working in the same Department on the performance of either relative and the 

operation of the department involved. This re-evaluation may result in the transfer or 

termination of one of the affected parties. 

3.64.060. Political Activity 

An employee who is elected as a member of the Bethel City Council or to a state 

or national elected political office, shall immediately resign from City employment. In 

this section, "elected" means the status of a candidate upon certification of a local 

election or at the time the candidate is sworn into a state or national office following an 

election. 

3.64.010 Benefits. 

A. Insurance Benefits. 
1. Regular full time and part time employees shall participate in insurance and 

medical benefit programs as established by the city manager. Such benefits shall 

continue to be in effect during absences due to paid leave, up to three months of 

medical leave and approved leave without pay when the employee pays the insurance 

premium. 
2. The personnel office shall provide for distribution of information and applications 

to all employees eligible to participate in insurance benefits and provide for payroll 

deductions to meet the expense of emplo·,·ee contributions, ;vhen applicable. 

B. Utility Benefit. Regular full time and part time employees, who work more than 

fifteen hours per week, shall be provided as a benefit of their employment a reduction 

in the utility rates other-Nise applicable to customers of the public utilities operated by 

the city in an amount to be determined by the city council. The city manager shall 

develop policies and procedures for implementation and use of this benefit. If allo·Ned 

by the city council or the policies and procedures adopted by the city manager, 

seasonal employees shall be able to participate in the utility benefit during their full 
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time employment with the city. After leaving their position for the season or-the 
completion of the temporarf service, the benefit 'Nill expire. 

3.64.020 EducatioAal aAd traiAiAg assistaAce. 
The city offers, as part of its employee development program, educational and 

training assistance payment for certain college courses and other training opportunities 
of benefit to the organization. Guidelines for participation and administration of 
educational and tuition assistance shall be established through the city manager's 
policies and procedures. 

3.64.030 Mo•,iAg expeASCS. 
VVhenever a professionally or technically qualified person changes his place of 

residence for the purpose of accepting employment with the city, such person may be 
reimbursed for actual and necessary· expenses in accordance with 'Nritten provisions as 
established by the city council and city manager. 

3.64.040 Outside cmploymcAt. 
A. No employee shall engage in other employment other than that assigned by the 

city, whether public, or self employment, during assigned work hours. Any outside 
employment must b<::-€1one while the employee is on leave or outside regularly assignee 
work hours. 

B. Any employee intending to do business with the city shall notify the city manager 
in writing of the proposal to do business, at the time of his application or proposal to 
the city. The city manager may recommend for or against the application according to 
the concept of conflict of interest. 

3.64.050 Ccrt:ificatioA of cmploymcAt. 
~Jo disbursing or auditing officer of the city shall make or approve or take any part in 

making or approving any payment for personal services to any person holding a 
position in the city service unless the city manager or his authorized agent has certified 
that the persons named therein have been appointed and employed in accordance wlth 
the provisions of the classification and pay plan and these rules. 

3.64.060 UAlawful acts pFohibitcd. 
A. ~Jo person shall willfully or corruptly make any false statement, certificate, mark, 

rating or report in regard to any test, certification or appointment held or made, or in 
any manner commit or attempt to commit any fraud preventing the impartial e>cecution 
of any personnel provisions or the rules and regulations. 

B. No person seeking appointment to, or promotion in, the city service shaH-eltheF 
directly or indirectly give, promise, render or pay any money, service or other valuable 
thing to any person for, or on account of, or in connection with his test, appointment, 
proposed appointment, promotion or proposed promotion. 

C. ~Jo employee of the city, examiner or other person shall defeat, deceive or 
obstruct any person in his right to examinations, eligibility certification or appointment 
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under these rules, or furnish to any person any special or secret information for the 
J31:lfPOSe of affecting the rights or prospects of any person with respect to employment 
in the city service. 

D. Discrimination against any person in recruitment, eisamination, appointment, 
training, promotion, retention, discipline or any other aspects of personnel 
administration because of political or religious opinions or affiliations or because of 
race, color, creed sex, religion, national origin or ancestry, age and disability except 
where physical requirements constitute a bona fide occupational qualification necessary 
to proper and efficient administration, is prohibited except as allo·,.,·ed in Section 
3.08.010(C)(3). 

3.64.070 Gifts aAd §Fatuities. 
It is the responsibility of each city employee to remain free from indebtedness or 

favors which could tend to create a conflict of interest on the part of such employee. If 
an employee is tendered or offered a gift or gratuity under circumstances which could 
reasonably be construed to create the appearance of a conflict of interest, he shall 
immediately report such offer to his supervisor who shall in turn inform the department 
head and the city manager. Any employee who knowingly accepts any gift or gratuity 
·.vithout the prior approval of the city manager in violation of this section may be 
subject to discipline. 

3.64.080 EmploymcAt of rclati·.•cs. 
A. Policy. An applicant who is otherwise qualified may not be denied employment 

with the city based on the fact that the applicant's relative(s) is/are employed by the 
city unless the city manager determines that appointment to the position applied for 
would not be in the best interest of the city. 

B. Standards. 
1. ~Jo person may be employed in a posi-tion in any department who is a relative of 

the department head, or the head of a division of the department. No person may be 
employed in a position supervised by a relative. No person may be employed in a 
position in any department who is a relative of any other employee in the department, 
without the written, advance approval of the department head and the city manager. 

2. The city manager may, at any time, re evaluate the effects of a family relatiOA5fti-p 
on the performance of an employee and the operation of the departments involved. He 
shall malce this re evaluation if requested by a department head or if an affected 
employee is promoted or transferred. This re evaluation may result in the transfer or 
termination of one of the affected parties. 

3.64.090 Political acti·.·il?/. 
An employee who is elected as a member of the city council or to a state or national 

elected political office, shall immediately resign from city employment. In this section, 
"elected" means the status of a candidate-upon certification of a local election or at the 
time the candidate is sworn into a state or national office following an election. In this 
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section. "state or national elected political office" shall not include any school board or 
advisory school board of the Lower l<uskokwim School District. 

3.64.070. Safety Rules 

A. Safety rules, policies and procedures of the City, which the City may 
modify from time to time, are incorporated by reference and made part of this Chapter. 
All employees must at all times comply with such safety rules, policies and procedures. 
Any employee who is injured on the job must make an immediate report to the 
personnel office, no matter how slight the injury. Failure of employees to follow safety 
rules, including the immediate reporting of injuries, may result in discipline, up to and 
including dismissal. 

B. The City shall provide all devices, apparel or equipment necessary for an 
employee's safety in accordance with applicable laws. Additionally, the City shall 
provide special tools, equipment, clothing and uniforms it deems necessary to 
accomplish work assignments. All items provided to employees in accordance with this 
section are property of the City and shall be returned in good working order upon 
separation from City service. 
3.64.199 Safety program. 

All employees are responsible for following federal and state occupational safety and 
health regulations and city lav,· and policy regarding the same. 

3.64.080119 Drug testing. 
A. Employees of the city required to be tested for alcohol and drugs under by the 

Omnibus Transportation Employee Testing Act of 1991, or any other applicable federal 
or state law or regulation shall be tested by the city as required by law or regulation or 
in accordance with any written drug testing policy adopted by the city and approved by 
the city council. 

B. Other city employees shall be tested for alcohol or drugs only as required by a 
written drug testing policy adopted by the city and appFO'o'ed by the city council or as 
agreed to in any collective bargaining agreement approved by the city council and a 
union representing city employees. 
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Chapter 3.68 

PRODUCTIVITY AND EMPLOYEE INCENTIVE PROGRAMS 

Sections: 
3.68.010 Policy. 
3.68.020 Programs. 
3.68.030 Publications. 

3.68.010 Policy. 
It is the policy of the city to pursue vigorously in every phase of its service to the 

community improved productivity which will provide a fair return on the use of tax 
dollars and ensure maintenance and use of the assets of the city. To this aim, the city 
manager shall implement programs which will continue to provide productivity 
improvements and, through motivational programs, will encourage all employees to 
work for these goals and through incentive programs will recognize contributions by 
employees for improvements in productivity. 

3.68.020 Programs. 
In addition to an employee suggestion awards program and special merit awards, 

other programs may be established by the city which assist in implementing the policy 
and aims of productivity. Such programs shall include, but not be limited to, career 
development and training, management by objectives, productivity incentive bonuses, 
lost time accident improvement and others. All such programs which require funding 
shall be submitted to the city manager for approval. 

3.68.030 Publications. 
The city shall issue such publications, posters and procedures as are necessary to 

implement these programs to provide details to all employees describing the 
productivity standards programs. All such programs which require funding shall be 
submitted to the city manager and city council in the normal manner for approval. 

SECTION 3. Effective Date. This ordinance shall become effective immediately. 

ENACTED THIS 11th 

FAVOR. 
DAY OF OCTOBER, 2005, BY A UNANIMOUS VOTE IN 

~c./) 
ATTEST: 

Sa~k 
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